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Merry 
Merry.365501@2freemail.com 
Profile
Proactive, self-motivated and dynamic individual seeking a challenging position to fully utilized my skills and contribute for the company’s success. 

Highlights
· More than 3 years’ experience in general office administration and secretarial work for Managing Director

· Hands on experience in supporting senior executives

· Expert in providing all kinds of administrative and managerial support

· Over 4 years’ experience in Customer service/call center industry

Work Experience
May 2015 – Present


Teknoware Middle East FCZO

 
Dubai, U.A.E
Position: Business Coordinator/ Secretary to the Managing Director
Business Coordinator:
· Maintains reception area and conference rooms
· Arrange gate pass for guests and maintains visitor’s log book
· Answers phones; screens  and directs calls

· Coordinate and schedule appointments and meetings of the team
· Maintain and manage office stationaries
· Arrange and update HR records; make sure employees details are updated
· Track and record the inquiries received and forward them to concerned department

· Receiving mails and couriers and distributing them accordingly

· Handle all elements of team travel requirements (ticket, visa, hotels, etc.)
· Arrange domestic and international courier

· Handles medical insurance claims, addition and cancellation requests
· Handles civil defense certificate request. Make sure to issue the certificates on time
· Maintains and update ISO documents. Make sure ISO procedures are followed
Secretary to the Managing Director:

· Assist the managing director in arranging meetings and conferences

· Arrange his travel bookings including his visa, hotel accommodation and limo service
· Keeps track of prior scheduled appointments and issue timely reminders accordingly

· Responsible for MD’s passport renewal; travel insurance and car insurance renewal
· Keeps track of his SALIK and petrol card
· Handles official, confidential correspondence and generating the same as per instructions

July 2013 – April 2015


Al Muharam Telecommunication LLC.          
Dubai, U.A.E
Position: Administrative Assistant cum Receptionist 
· Greets customer and office visitors.
· Receives & respond customer inquiries about company product. 
· Prepare and maintains office documents such as invoice, delivery note, packing list, stock reports, spreadsheet, and payroll
· Prepares bank deposit, cheques and handles petty cash.

· Encodes documents, purchase order, activated SIM card, IMEI number and generated sales to company database.
· Arrange and follow up meetings.
· Overall office keeping: maintains the inflow and outflow of goods (paper, office supplies, etc.), arrange for repair of and maintenance of office equipment.
· Makes travel arrangement.
· Sends follow up email to customers and suppliers regarding products and services.
· Operates office equipment (printer, photocopier, fax, scanner)
· Prepares monthly sales report.
· Maintains confidentiality on all aspects of the company.
January 2010 – April 2013

SEARS CANADA- Transcom Asia 
 
Philippines 

Position: Telesales cum Customer Service Representative 

· Makes appointment with professional technician for customers who needs technician visit.
· Recommends appropriate products and services.

· Upsells value added services, accessories and product for new and existing customers.

· Process order and billing over the phone.

· Process product swap/ change for items ordered within the warranty period.
· Answers inquiries regarding repair status and technician visit date.
· Handles customer complaints.
· Guides customer on online order and upsells products or services.
· Handles customer order via phone.
· Provides excellent customer service.
Skills & Qualifications

· Ability to communicate effectively.
· Ability to work under pressure and to tight deadlines;
· Good organizational and time management skills;
· Effective communication and listening skills;

· Enthusiastic, team player, able to multi-task and re-prioritize jobs on daily basis;

· Ability to research digests, analyze and present material clearly and concisely;

· Ability to work on own initiative, honest and reliable.
Others: Proficient in Microsoft Office Application – MS Word, Spreadsheet Excel, Microsoft PowerPoint, MS Outlook and Can operate office machine equipment.
Educational Background
Bachelor of Science in Secondary Education Major in General Science

University of St. La Salle
La Salle Avenue, Bacolod City

Negros Occidental, Philippines
Year: 2005 - 2009
Personal Information

Age


:
28







Date of Birth 

:
June 29, 1988
Place of Birth

:
Bago City, Philippines
Citizenship

:
Filipino

Religion

:
Roman Catholic

Height

:
5’2

Visa Status

:
Employment Visa (Free zone)
