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Marie 
E-mail: Marie.126249@2freemail.com 
Address:  Al Maktoum, Deira, Dubai UAE

Objective: To be able to be a part of a dynamic organization where my skills and experience are utilized to help promote a smooth work flow within the organization and help achieve its vision, mission and goal.
CAREER HIGHLIGHT
Knowledge in the use of Citrix Application, Oracle Application, MS Application Program,  Basic Web Page Design
Background in Sales and Services support/ Customer Service

ACADEMIC CREDENTIALS
Bachelor of Science in Computer Science

University of Mindanao

Davao City, Philippines

October 31, 2007

WORK EXPERIENCE
Sales cum Admin Coordinator
Al Yousuf Electronics LLC

Projects Division (LG Home Appliances & LG Lighting)
Sheikh Zayed Rd, Dubai UAE

December 09, 2014 – present
Job Responsibilities
· Handling of all incoming, outgoing calls, fax documents & answering queries on the same day. 
· Effectively communicating with customers in a professional and friendly manner.
· Maintaining & updating clients records in database.

· Preparing monthly sales report.
· Coordinate sales team by managing schedules, filing important documents and communicating relevant information.

· Respond to complaints from customers and give after-sales support when requested.

· Handle the processing of all orders with accuracy and timeliness.

· Responsible for drafting letters & quotations, making follow up calls on sales quotations made for the clients.
· Raising & preparing sales invoice, encoding & process order.
· Ordering and ensuring the delivery of goods to customers.
· Coordinating through our logistics team & tracking sales orders to ensure that they are scheduled and sent out on time.

· Resolving any sales related issues with customers or Inform clients of unforeseen delays or problems.
· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Completing the administrative needs of the Sales Department.
Service Coordinator
New Smart Office Automation LLC

NSOA-SHARP MFP/COPIERS
Mina, Abu Dhabi UAE

April 11, 2011 – October 22, 2014
Job Responsibilities
· Interacts with customers such as, interviewing customers and answering their inquiries about business machines solutions we offer.
· Handles and resolves customer complaints, or special orders via mail or phone.
· Receives and processes orders, provides information concerning changes in prices of our services.
· Coordinates customers’ service requirements with other appropriate departments as necessary to ensure effective customer service.
· Ensure smooth operation of the service help desk & ensuring that field technicians assigned respond efficiently and effectively to tasks delegated.
· Prepares reports/ quotations/ requests for parts & consumables through delivery note.
· Books all calls received for break fix, PM, Installation & Workshop related services.
· Issue job cards for all customer calls to concerned service technicians.
· Ensures that call sheets for the day are returned & checked.
· Encodes daily reports from the service technicians.
· Assigns calls to the technicians promptly within the target time.
· Determines supplies, materials, and equipment needed for job order/ preparing items/ supplies & checking the availability of stocks that are requested by the service engineers.
· Troubleshoots complaints that are critical if not escalated to the service supervisor or to the service manager.
Technical Support Representative

Back Office Support (Chat Support)
SUTHERLAND GLOBAL SERVICES

AT&T WIRELINE Program Dept.
Davao City, Philippines

July 12, 2010 - December 23, 2010
Job Responsibilities
· Processes customer orders through online services.

· Provides customers with product and service information.

· Process orders, forms, applications and checks and evaluates customer’s credit status.
· Handles customer’s needs by processing their selected service option.

· Manages and maintains all computer systems and databases.  

· Assigns an appointment date and time to the customer for the technical installation and emailing them after completing the order.

· Resolves and troubleshoots simple or complex issues relating to customers.

· Monitors and manages technical issues relating to products. 

· Provides qualitative technical services to internal and external customers. 
Customer Service Representative 
(Top Performing Agent- Aug. 2009)
Back Office Support

PHL Myspace Program Dept.
SUTHERLAND GLOBAL SERVICES

Davao City, Philippines

March 19, 2008 - May 14, 2010

Job Responsibilities:
· Duties included working in a social networking site served as Tier 1 frontliner that reviews images from a particular user to prevent any prohibited content or any offensive images from entering and/or damaging their profile/account.

· Filters images from different users as part of security measures and to block any security threat to the user’s account.

· Blocks and deletes spams on bulletins to prevent phishing.

· Responsible for removing fake profiles from client users after verifying their identity and points out the profile via e-mail.
Assistant lay-out artist cum Receptionist
CENTRAL PLAZA 1

GTV ASIA

Davao City, Philippines
November 2007- February 2008

Job Responsibilities

· Greets customers and explain company's offerings
· Coordinates appointments with our customers.

· Estimates wait times, encouraging customers to wait or return as appropriate and handles customer suggestions or complaints regarding the service/s provided to them and ensures these are forwarded to the concerned staff or directly to the superior for quicker solutions especially on urgent cases.

· Responsible for editing and ensuring the good quality of pictures before finalizing materials for printing.

· Provides a good structure and layout of images and text in a format that suits customer’s specifications. 

· Maintains and updates customers’ data base on a regular basis and answering calls from regular or prospective customers on queries regarding our video/ photo lay-outing and printing services.
· Manages incoming and outgoing Emails
· Other related duties as assigned.
PERSONAL DATA
Sex: Female






Date of Birth:  Sept. 08, 1985




Marital Status:  Single




Religion:  Christian
Nationality: Filipino 




Weight:  58 Kg




 
Height:  5’6” 





Visa: Residence Visa (Transferable) 

Languages Spoken:  English, Filipino



SEMINARS & TRAININGS
Citrix Application Program

April 12, 2011
AT&T Product Training – WIRELINE

July 2010

Database Management Concept 

July 2006


SKILLS

Good communication and interpersonal skills

Knowledgeable in Basic Web Page Design
Proficient in MS Office applications (MS Word, Excel, Power Point, Outlook, Internet) 

Capable of working under pressure

Ability to do multi-tasking
