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Email Address: mary.3254332@2freemail.com 
CAREER SUMMARY:
8 years total experience as Quality Controller, Sales Coordinator, Data Entry and Accounting Assistant who has a strong reputation for being accurate and effective. A dedicated employee aiming to help achieve company goals and can work under pressure with less supervision, can adopt new learning with the ability to learn fast, disciplined, flexible and problem solver.
WORK EXPERIENCES:
Position: 





QUALITY CONTROLLER
Duration:





November 2013 – April 2018
Company:





Oberthur Technology Middle East Fze.

Location:





Jebel Ali, Dubai, U.A.E

Duties and Responsibilities:
· Review and validate printed materials are designed, created and shipped according to client specification 
· Performed visual inspection of the product manually and assuredly
· Analyze and segregate the defect product by its labels
· Return the rejected products for re-works
· Report problem to senior management immediately

· Final Inspection 
· Complete daily reports and submit to Supervisor with detailed information on production, wastages, and maintenance needs
· Inventory the product by customer’s name inside the protected room
Position: 





SALES COORDINATOR/DATA ENTRY

Duration:





December 2012 – September 2013
Company:





Genius Computer Technology
Location:





Jebel Ali, Dubai, U.A.E
Duties and Responsibilities:
· Responsible for collecting up-to-date information on the status of orders from various customers

· Handling telephone calls and answer emails sales inquiries from coworkers, suppliers or clients

· Keep accurate records of daily and monthly sales Report

· Preparation of Invoice from Orion System and manual invoice

· Follow up the status of delivery with warehouse in charge or delivery in charge

· Coordinate with the retail and wholesale salesman

· Follow – up the promotion Package and pricing

· Inventory of the stocks in the showroom

· Filling Documents such as Purchase Orders and other Documents
Position:





ACCOUNTING STAFF
Duration:





June 2010 –October 2012
Company:





Gateway Petron Service Station
Location:





General Santos City, Philippines
Duties and Responsibilities:
· Encode and monitor Sales, Expenses and Purchases

· Assist in making Financial Statement

· Responsible in monitoring and updating such as stocks inventories and price update

· Record and making journal entries

· Prepare invoices, Account Receivables and billing Statement

· Explain billing invoices and accounting Policies to vendors and customers

· Interact with internal auditor in completing audits

· Create and modify documents using Microsoft Office

· Maintained hard copy and electronic filing system

· Maintained and updated fee status of clients

· Manual Inventory inside the Warehouse

· Performed data entry and entered bills and vouchers
HIGHLIGHTS:

· Telephone Skill
· MS Office Proficient

· Filing

· Control Quality

· Control Quantity

· Time Management

· Problem Solving

· Documentation

EDUCATIONAL ATTAINMENT:
Education Level:




College Graduate

Course: 





Bachelor of Science in Business Administration

Major:






Management Accounting

School/University/Location:



Notre Dame Of Dadiangas University 








General Santos City, Philippines 








2006-2010
PERSONAL INFORMATION:
Birth Date:





01 March 1989

Age:






29 y/o

Sex:






Female

Nationality:





Filipino

Civil Status:





Married

Religion:





Christian

Height:






5’3”

Visa Status:





Visit Visa
Personal Attributes:

· Flexible, hardworking, patient and can work under pressure.

· Good in public relation. 

· Have established the virtue of integrity, loyalty, and trustworthiness.

· Easy to adopt new environment
· Computer literate (MS outlook, MS word, MS excel).
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