[image: image1.jpg]


Mary Grace Ng
Deira, Dubai
M: 0565023234
E: aceng.mgn@gmail.com

BACKGROUND:

Almost 15 years of variant experience from Philippines to Dubai, U.A.E focusing mainly in customer service care in a people oriented environment with a challenging and rewarding position where I use my excellent communication and interpersonal skills.
· Supervised the marketing and promotion operations of a part-owned boutique in the Philippines

· Exposure in production design for television commercials, audio visual programs and  films in the Philippines
· Managed band gigs for various clubs in the Philippines
· Produced and organized special events like weddings, debut, etc.

· Participated in various seminars, workshops and conventions

PROFESSIONAL EXPERIENCES:
Font Desk Officer / Administration                                                           July 2015 - Present

Oman Insurance Company
· Welcoming co-employees and visitors with pleasant personality and professionalism
· Assisting all employees for international calls.
· Screening phone calls and forwarding important calls to relevant personnel
· Arranging Meetings and proper monitoring of rooms
· Providing admin and clerical support to HR team as often as needed
Sales, Collection and Reception                                                              March 2014 -.January 2015

Golds Gym International

· Planning and organizing sales activities to generate leads
· Conducting comprehensive project presentations to clients
· Ensuring that target quotas are achieved at the lowest possible cost
· Collecting membership dues each month and processing the payments received

· Maintaining the after sales service to members as they visit the gym
· Performing opening and closing duties in the club
Customer Service Representative & Collection Specialist
Call Centers in the Philippines
Advanced Credit Management
(Telstra - Australia)


December 2013 – October 2007
Fair Collections Outsourcing
(Apartments - USA)



Convergys


(CITI Sears – USA)




Startek



(AT&T - USA)





CitiBank


(CITI Cards – USA)




Sutherland


(Paypal & AOL Online)

· Making Sales calls for soliciting business from new customers
· Providing callers with information on latest company products
· Answering cardholder’s inquiries and requests
· Assisting customers various billing concerns
· Resolving customers technical issues over the phone
· Following up overdue bills and processing payments when receive
· Following company’s standards on how to professionally provide service to customers
Assistant Production Designer/Wardrobe                                                     2004 - November 2006

Movie Productions & Television Commercials

   “La Visa Loca” (movie)

   “Stomp”(TVC)

   “It’s a beautiful Life” (AVP)

   “Video city” (MTV)

   “Ang Babae sa Septik Tank” (independent film) 
· Harmoniously working with a team to established project goal

· Monitoring wardrobe changes and adjustments
· Ensuring that all production collaterals are in place
Credit & Collection Agent





    2002 – 2004
DHL Worldwide Express






    
· Collecting delinquent and past due accounts for every company in a specific area of assignment
· Sending an updated consolidated report to the immediate supervisor at the end of the week/month.

· Coordinating with the collectors to which company they need to pick up payments
Sales Consultant






   2000 – 2002 
Club Panoly Boracay Resorts Inc.                                                                
· One on one presentation of company’s product features and benefits to the customers
· Convincing the guests to join the membership offered on the day it was presented
· Performing various tasks to reach the goal set by the supervisor 
Service Crew (Working Student)




 1992 – 1995 
Mc Donald’s Food Industries                                                                         

· To provide 100% customer satisfaction for every transaction
· To practice quality services for specific station assignment every shift

OTHER RELEVANT QUALIFICATIONS:
· strong interpersonal skills
· collaborative
· excellent communication skills both oral and written
· problem-solver and team player
· excellent computer skills Microsoft word, excel and power point
· logical thinker and fast learner

EDUCATIONAL ATTAINMENTS:                                          
University of the Philippines                                                                         June 2005
 Film Department—Production Design
Sta. Isabel College                                                                                       1996 – 2000 
B.S. major in Public Relations                                                                  GRADUATE – May 2000

Character reference is available upon request. 
