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SOFTWARES





Nationality: Filipino


DOB: December 20, 1991


Maritas Status: Single


Languages: English, 


                  Basic Arabic


Holder of Philippine Driver’s License





INFORMATION





Microsoft Office, POS System, Basic Adobe Photoshop, Online Search Engines 





Time Management


Organizational Skill


Teamwork and Management Experience


Resourcefulness


Written and Verbal Communication


Positivity





SKILLS





� Al Mutaredh District,


       Al Ain, UAE


� Employment Visa   


      (expiry : October 2017)





DETAILS





Profile


A multi-tasking and independent Office Administrative Assistant with more than 5years work experience at office administration and operations management in UAE and Philippines.





Education





OFFICE ADMIN ASSISTANT			July 2015 - October 2017


Diet Nutrition Center LLC


Overall administrative assistance to the Head Office Management�
�
Performs flexible tasks of a Receptionist, HR Assistant, Logistics Assistant, Document Keeper, and Assistant to the General Manager in the Head Office �
�
Acts as Sales and Customer Service Representative in Al Ain Branch�
�



OPERATIONS SUPERVISOR		    September 2014 -March 2015


Robinson’s Movieworld Lipa


Solely handling the day to day operation of all areas of the movie theater such as ticket booth, snackbar, and the theater house.  


Coordinate with the top management about the weekly film showing, daily and monthly reports and concerns 


Supervise the daily manpower requirement of 5 different positions


Prepare and consolidate inventory reports, daily and weekly sales reports, management reports, and marketing information reports.





ASST. STORE MANAGER		            July 2012 – August 2014


Chowking – Jollibee Foods Corp.


Performs day to day operations alongside with store manager�
�
Maintains full commitment in providing great tasting food, fast service, clean and well-conditioned store.�
�
Accomplishes reports such as Daily Sales Report, Cash Control, Stock Transfers and Inventory, Local Marketing Report, Competitor Analysis Report, and Manpower Scheduling.


Specializes in Store Level Human Resource Management tasks, and Service Quality Management Tasks.�
�









Professional Experience





Marjearey  


� HYPERLINK "mailto:Marjearey.373850@2freemail.com" �Marjearey.373850@2freemail.com�  


ADMINISTRATIVE OFFICER 





BS in Business Admin Major In Marketing Management   	 2008 - 2012


De La Salle University – Lipa 


Lipa City Batangas, Philippines


Academic Award: Magna cum Laude (3rd highest award) 








