Dear Sir / Madam,

It would be a pleasure to meet you so that I could demonstrate how my abilities fit your needs precisely.

As you will see from the enclosed resume, I have 2 yrs. experience in handling general office duties and customer service related with etiquette.

 What my resume does not reveal is my professional demeanor and appearance. In a business environment, these qualities are of the utmost importance in dealing with clients as well as co-workers. In me, you will discover a reliable, detail-oriented, and extremely hard-working associate - one who will serve as a model to encourage other staff members to demonstrate the same high standard of professionalism.

I would appreciate if you could call me for further discussion of my CV.
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MAE 

MAE.365782@2freemail.com 


OBJECTIVE:             
To acquire valuable knowledge and skills to complement those that I have learned from school in an actual job environment. In return, I offer my service, hard-work and determination to be an asset to your company throughout the duration of my training period.
QUALIFICATION:
· Has knowledge in making marketing research and other marketing report.

· Ability to work as individual as well as a group.

· Great with people. Effective communication skills both written and verbal.
· Proficient in Microsoft Office word, Power point, Excel and Internet Applications. 

· Enthusiastic, hard-working, with a capacity to learn fast.
· Highly motivated and willing to learn new things.
· Interpersonal skills.
EMPLOYMENT HISTORY:

     ADMIN. ASSISTANT                                     AP GLOBAL ELITE PROTECTION DETECTIVE CORP.
           Jan 2015 – March 2017                                                                                     Security Industry
· Responsible in incoming & outgoing calls.

· Responsible in event management.

· Responsible in encoding the daily time sheet of laborers.
· Responsible in doing the monthly payroll report for the laborers.

· Responsible for all filings/records.

· Responsible in issuing cheques and bank transactions.
· Responsible for all confidential matters inside the office.
· Responsible in proper sorting of mails and bills.

· Responsible in making follow up in any incomplete statement on company utility bills.

· Responsible in paying government remittances and contribution.

· Responsible in collecting payments from clients.
EDUCATIONAL BACKGROUND:

 TERTIARY GRADUATE:                              Lyceum of the Philippines University-Manila (a.y 2012-2016)
                                                                         BS. in Business Administration Major in Marketing Management
PERSONAL INFORMATION:


Sex:                                                              Female 


Nationality:                                                 Filipino

             Visa status:
                                           Visit visa
