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MARY 
REGISTERED NUTRIONIST DIETITIAN 

Email address: mary.372665@2freemail.com
AREAS OF EXPERTISE

Supervising

Ability to motivate people

Strategic Planning

Commercial Awareness


Equal Opportunities


Risk Assessment

COMPETENCIES AND SKILLS:

· Proficient with computer applications -Microsoft Office (Excel, Word and PowerPoint)
· Decision making skills
· Excellent interpersonal skills.
· Can work under pressure
· Ability to work to deadlines.

· Ability to handle multi-functions.

· Ability to deal with different kind behavior 

· Attention to details.

PERSONAL SUMMARY :


A Highly Motivated and ambitious individual able to give timely and accurate advice , guidance, support and trainings to learn members and individual. Possessing excellent management skills and having the ability to work with the minimum  of supervision while leading a team. having a proven ability to lead by example, consistently  hit targets, improve best practices and organize time.

OBJECTIVE:     
 To work in an organization that seeks a challenging position that can process development of my knowledge and skills related to my profession. Willing to undergo trainings for my personal and organization advancement as whole.

EMPLOYMENT HISTORY:
Admin Assistant ,Philippines

 Department Of Science Food & Nutrition Dost Philippines (January 2013-June 2017).
· Received and file Incoming Letters, Documents
· Welcome /Received visitors relating to work
· Answering emails from different Departments and Supervisors.
· Maintain office efficiency, Plan and implement office system, layouts and equipment procurement.
· Ensures rules and procedures in place regarding working hours, lunch, office closure and communication about security.
· Create and control Administrative requirement of other departments.
· Record and monitor expenses, raise monthly invoices
· Schedule meetings if Any.
· And Performs other duties to be arises.

  Receptionist, 
Anfa Royal Hotel Lipa Batangas Philippines (July 2011-July 2012).
· Answering phone calls and inquiries

· Use Proper phone etiquette.

· Maintains the cleanliness and neatness of the front desk area.

· Keeping files and records of Employees and Guest.

· Assist HR manager in implementing policies on issues like performance management, disciplinary procedure and absence management
· And Performs other duties to be arises.

Sales Assistant, Bench

SM Mall Of Asia, Pasay City Philippines ( (November 2010- May 2011)

· Serving and advising customers on what product they are interesting in buying taking payment using all forms of payment.

· Advising on stock amount and talking to head office about what replenishment is giving information on products and prices.

· Stacking shelves or displaying goods in an attractive way making them visually appealing arranging window displays

· Ordering product for customers from head office

· handling complaints or passing  them on to a manager. 

EDUCATIONAL BACKGROUND:
 Tertiary




Polytechnic University of the Philippines

Course:




Bachelor of Science in Nutrition and Dietetics






2006-2010
PERSONAL DETAILS:
Date of Birth

: 
November 15, 1989
Sex


: 
Female

Visa Status

:
Visit Visa

CHARACTER REFERENCE:  Available upon Request                                     [image: image2.jpg]



