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MARY GRACE
Email: marygrace.370191@2freemail.com 
CAREER SUMMARY:
Dedicated and dependable Administrative Officer. A confident and personable professional who excels at prioritizing completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role of increased responsibility and authority.
CORE STRENGTH: 

· 5 years’ experience in marketing & customer service

· Excellent written and verbal communication skills, with an eye for detail

· Extremely productive in a high volume, high stress, environment

· Excellent in using Outlook, MS Office Suite

· Strong multi-tasking and delegation skills

· Can effectively communicate to colleagues and Superiors

· Can Operate Office machines such as Fax, scanner, printer, photocopying

· Fluent in speaking English
ACCOMPLISHMENTS:
Outstanding Course/Training Coordinator of the Year

Reached target quotas and has a good performance evaluation

Areas trained: Compensation/Benefits/Recruitment/Employee Relation/Time Keeping
EMPLOYMENT RECORD:
M.G.F.L. Trading (Rice Retail & Wholesale)
Lipa City, Batangas, Region 4-A (CALABARZON)

Administrative Officer (October 02, 2015 – February 20, 2017)
Job Description:

· Responsible for procuring products from producers and manufacturers 

· Examine, select, order, and purchase at the most favorable price but consistent with quality, quantity, specification requirements and other factors.
· Checked available product options and determining which are appropriate for clientele

· Inventory management

· Responsible for marketing, joined different companies for bidding to supply
· Negotiate prices, discount terms and transportation arrangements for merchandise.
Haward Technology Middle East

Al Kubairah Tower, Mezanine Floor, Khalidiya St, Abu Dhabi, UAE
Training Coordinator (November 8, 2011- November 17, 2013)

Job Description:

· Carry out direct marketing activities such as telemarketing and research to market assigned course

· Report any enquiry, request, recommendation or feedback received from customers while marketing the course immediately

· Report all registrations received for the assigned course to Training Supervisor

· Prepare methodically for “GO” courses with the objective of making the courses successful

· Represent the company at course venues and assist instructors and participants during the actual conduct of the course

· Perform all coordination wok required during the actual course delivery in the most professional manner

· Interview all course participants and report all feedback to the management

· Report any issues, concerns, problems that may affect the performance of work

TeleTech Customer Care Management Phils., Inc.
     Call Center Agent (Customer Service Representative)
     Processing of Customer Orders 

     (August 09, 2010-September 16, 2011)

Lipa City, Batangas
Job Description:
· Dealt with customers (Australian), assisting them with orders and answering their questions regarding products and services.
· Answers incoming calls and emails promptly and in accordance with established call/email -handling procedures.
· Provides concise, quality customer service in a professional and courteous manner for client projects.
· Performs related work as required and works on special projects, as requested.

· Been part of Back of house team who processed customer’s order such as telephone line connection, internet connection, and home entertainment services.
Hyatt Taxi Services Inc., c/of Toyota Alabang Inc.
     Human Resource Assistant (May 06, 2010-August 06, 2010)

-entry level of HR Generalist

Job Description:
· Recruitment and selection

· Responsible for Employee record-keeping and confidentiality

· Compute and managed employees’ compensation and benefits
· Time Keeping

· Initiated and develop new HR policy and procedure

· Handled employees’ concerns and complaints
 EDUCATIONAL BACKGROUND:
Tertiary
:

BATANGAS STATE UNIVERSITY





Don Claro Mayo Recto Campus





Marawoy, Lipa City





June 2006- March 2010






Course
: 

Bachelor of Arts in Psychology

 PRACTICUM:
AMKOR TECHNOLOGY PHILIPPINES INC.
119 North Science Ave. SEP2 Laguna Techno Park Binan, Laguna

HR Department
Areas trained: Compensation / Benefits / Recruitment / Employee Relation / Time Keeping
Children’s Development Intervention Center
 VLM Business Centre J. P. Rizal St. Lipa City
Teacher Assistant
PERSONAL INFORMATION: 

Date of Birth: June 27, 1989




Visa Status: Visit Visa
Age: 27 years old





Visa Expiration: 2nd September 2017
Height:  5 ft. 6 inches 





Languages: Filipino & English


Marital Status: Single





Religion: Roman Catholic
Nationality: Filipino





REFERENCE: Upon request
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