MARI 
Mari.96937@2freemail.com  

POSITION DESIRED : SECRETARY / RECEPTIONIST

CAREER OBJECTIVE :

Seeking a challenging and rewarding position where extensive experience and high degree of professionalism will be further developed and utilized.

QUALIFICATIONS :
· Fast learner and can easily adapt to new responsibilities

· Cooperative and dependable 

· Honest and productive

· Computer literate

WORK EXPERIENCE:

· LEGAL SECRETARY

Contreras Law Firm 
Rosario, Batangas, Philippines

August 11, 2003 up to present

Duties and Responsibilities 

· Responsible for the efficiency of any assigned work

· Receive and make outgoing calls to the client 

· Negotiates and make transaction with clients

· Operates different kinds of machine like computer, fax and others

· Make, classify and file all documents according to its use

· Make decision while the superior is away
· Petty cash custodian

· Internet booking

· E-mail handling 

· PRODUCTION OPERATOR


JIDECO


Malvar, Lipa City, Philippines


From May 07,2002 to March 20,2003

Duties and Responsibilities 

· Operates machine

· Checks and inspects motors before packing
· SALESLADY

Pural Furniture and General Merchandise

Rosario, Batangas, Philippines


From January 17, 1999 to December 3, 2001

Duties and Responsibilities 

· Promoting newly-arrived product for customer's future inquiry 
· Practice good customer handling and selling techniques to all the products on sale
· Keeping and recording all the inventory items on an up-to-date basis  

· Assign as counter salesgirl taking care of direct orders from the customers
· Responsible for daily routine check-up of all goods in the store
· LEGAL SECRETARY


Calingasan Law Office


Rosario, Batangas, Philippines


From September 12, 1997 to 1998  

Duties and Responsibilities 
· Handling telephone calls

· Filing documents

· Ensures client are getting VIP treatment

EDUCATIONAL QUALIFICATION:


College

LYCEUM OF BATANGAS





Batangas City, Philippines





1995-1997


Course


Computer Secretarial


SECONDARY
PADRE VICENTE GARCIA MEMORIAL  ACADEMY





Rosario, Batangas, Philippines





1991-1995


ELEMENTARY
ITLUGAN ELEMENTARY SCHOOL





Rosario, Batangas, Philippines





1985-1991
PERSONAL DATA:


DATE OF BIRTH

: January 17, 1980

PLACE OF BIRTH

: Batangas


AGE



: 29 Years Old

SEX



: Female

CIVIL STATUS

: Single


HEIGHT


: 5’4”


WEIGHT


: 50 Kg

RELIGION


: Roman Catholic

LANGUAGE


: English, Filipino and Basic Arabic
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