MARY GRACE S. CHICAY
KC 46 Cruz, La Trinidad
Benguet 2601
Mobile Phone: +63 910 680 7755
Email Address:  gracia_chickz@yahoo.co.nz
Career Objective 
Employment in a service oriented organization and team based environment where I can contribute effectively to its profitability, success and growth through the application of my acquired skills and experience.
Qualifications
Bachelor of Science in Commerce major in Marketing
Saint Louis University

Baguio City, Philippines
Personal Attributes

· Extreme passion for customer service
· An excellent team player

· Keen on details and results oriented
· Excellent in multi-tasking
· A fast learner and has passion to learn new things
· Flexible and easily adapts to situations

· Honest and Reliable
Technical Skills and Expertise
· Application Software: MS Office, MS Outlook and Lotus Notes, MOSAIC and SAP operating system
· Communications: Effective in oral and written communication
Career Profile

Administration Assistant
/ Senior Teller

March 2010 to September 2010
Iremit New Zealand Limited 
· Handles customer queries (phone/email/mobile)

· Processing of customers’ remittances 

· Ensures accuracy in customer details/instructions for approval before release

· Performs various administration tasks such as mail handling, financial reports generation, proper maintenance of client records, scanning, data entry and filing
· Cash handling, balancing and financial report generation

· Monitors proper maintenance of bank accounts

· Responsible in the verification and reconciling of funds 
· Marketing of company products and services

· General administrative skills
Retail/Counter Staff    




        December 2009 – February 2010
Dunkin Donuts Airport/Café Concepts NZ
· Performs front counter functions
· Acts as a marketing/sales personnel

· Acts as a customer service representative 

· Adheres to Health and Safety measures

· Adheres to Food Safety Regulations 

Treasury Manager 

                     



         March 2009 – June 2009 

SM Supermalls/Shopping Center Management Corporation

· Performs cash handling and auditing functions

· Responsible in accounts payable and receivable reconciliation

· Implementation of approved policies and procedure

· Acts as a files and records custodian

· Handling of personnel 

Customer Service Representative

                     September 1998 – March 2009

Metropolitan Bank & Trust Company 
· Acts as a new accounts clerk/front office receptionist, teller & sundries clerk
· Data entry and Administrative clerk
· Responsible in cash handling and balancing
· Performs multiple administrative and sales functions
· Functions as a teller/clearing/new accounts clerk
· With excellent knowledge in banking products and procedures
· Performs multiple data entry functions, filing and other clerical functions
· Promotes bank products and services

· Excellent knowledge on banking products and procedures

· Acts as files and records custodian

Trainings
· Relax Training Institute of New Zealand English and Employment Skills Course (2010)
Interests
Traveling, Cooking and Baking, Sports, Swimming, Listening to music, Reading
Referees


Details can be provided upon request

