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              Curriculum Vitae

MARJORIE 
MARJORIE.144889@2freemail.com 
 
	
               Job Objective:
               To work in a responsible and challenging position of a professional organization where I can    utilize my professional skills, knowledge and my entire personality for the betterment of the organizational and implement better ways and means to achieve the organization goals and objective.                       

	


     Personal Qualities:

· Quick learning and hardworking

· Good communication and presentation skill

· Independent and self-motivated

· Organized and best structured at work

· Easy to get along with

· Dynamic and patience

· Good team player


Company Name              :             VINCED TRADING COMPANY

                                                          Porac Pampanga, Philippines

Date Inclusive                 :              January 2016 – February 2017

Position                            :              Secretary

Duties and Responsibilities

· Manage customer files and other records in an office.
· Answering for incoming and outgoing phone and mail correspondence.

· Taking notes from a manager, preparing a memo or letter, and screening mail.

·  Assist new employees and visitors in finding their way around.

· Offering a friendly and professional reception to people who come into the office.

Company Name                :
NEW LIFETIME LADIES HEALTH SPA





Bur Dubai, Dubai U.A.E.

Date Inclusive
               :              September 2012 – November 2015

Position

               :              Receptionist Clerk

Duties and Responsibilities

· Answer telephone, screen and direct calls 

· Take and relay messages

· Provide information to callers

· Greet persons entering organization

· Direct persons to correct destination

· Deal with queries from the public and customers

· Ensure knowledge of staff movements in and out of organization

· Monitor visitor access and maintain security awareness

· Provide general administrative and clerical support

· Prepare correspondence and documents

· Receive and sort mail and deliveries

· Schedule appointments

· Maintain appointment diary either manually or electronically

· Organize conference and meeting room bookings

· Tidy and maintain the reception area

Company Name  
:              METRO GAISANO MALL





Angeles City, Philippines

Date Inclusive

:
November 2011 – May 2012

Position

                :             Cashier

Duties and Responsibilities

· Assist the customers with question about the services.
· Help to clean the store and cashier counter areas.
· The one who package purchases for customers during the transaction.
· Sort, count, and wrap currency and coins. 
· Handle customer service inquiries. 
· Greet guests and  accompany them to their tables

· Present menus and respond any questions regarding menu items

· Action to resolve any complaints

Company Name  
:             SMK ELECTRONICS PHILIPPINES INCORPORATED




               Clarkfield Pampanga, Philippines

Date Inclusive

:
November 2009 – June 2011

Position

               :              Quantity Check

Company Name   
:
Aderas Philippines Incorporated





Clarkfield Pampanga, Philippines

Date Inclusive

:
July 2004 – September 2011

Position

               :
Quality Controller

Duties and Responsibilities

· Conduct audits of site facilities, labs, plants and warehouses and functions as demanded. 
· Contribute in department projects review having prospective impact on product quality. 
· Involve in business, plant and site quality system networks as required. 
· Write and review specifications and convey vendors to attend failures. 
· Maintain product registration for use in building sector. 
· Coordinate with external auditors to demonstrate adherence to plant quality system.  

Tertiary



PRCTICAL NURSING

                                                          Saint Tomas Aquinas College





Angeles City, Philippines





2009

Secondary


 Angeles City National Trade School





Angeles City, Philippines





2002



Date of Birth   
:
June 6, 1985

Nationality
: 
Filipino

Civil Status
:
Single

Gender

: 
Female

Height               :            5`3
Weight               :            47 kls.

Working Experience





Educational Background
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