M E R R Y J O Y S . D E L A R O S A
T o b e a b l e t o d e v e l o p m y k n o w l e d g e a n d c a p a b i l i t y t h r o u g h j o b e x p e r i e n c e w i t h y o u .
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C O N T A C T	W O R K E X P E R I E N C E


+63 961 612 7116
Mjoydelarosa21@gmail.com

Barangay Dos,Mamburao Occidental Mindoro, Philippines


S K I L L S

Computer Literate Hardworking
Fast learner and willing to be train
Active listening skills Communication skills Management skills
Time management skills



E D U C A T I O N

Tertiary
BS-Tourism
University of Perpetual Help System DALTA
Alabang Zapote Rd.Las Piñas City
S.Y : 2009 2013

Secondary
Las Piñas National High School
Sultana Rd.Las Piñas City S.Y: 2005- 2009

Primary
Wawa Elementary School
Occidental Mindoro S.Y: 1998- 2004

Private Nanny/Tutor I 12/2017- 03/2020
Saudi Arabia

Private Nanny/Tutor Taking care of a child. Fixing all stuff for them. Giving a bath.
Preparing food for them.
Teach them how to write and read.

Personal Assistant/Secretary I 12/2015- 12/2017
Sheikah Noor SJ Al Thani I  CEO-The Why Lab- Qatar

Answering phone calls. Dealing with incoming email. Faxes and post.
Screening phone calls, inquiries and requests. Typing documents.
Attending meetings.
Preparing papers for meetings. Arranging Appoinment

Sales/Account Coordinator I	04/2013- 04/2014
LBC EXPRESS I KM 23West Road Cupang Alabang Muntinlupa City

Track and trace the incoming and outgoing cargoes. Assembling, addressing, stamping, arranging for the shipment. Monitoring the latest status of the cargoes.
Encoding the bill of lading to respective cargoes. Communicating the branches for the incoming deliveries. Checking of dispatching cargoes.
Issuing correct bill of lading for sea cargoes. Checking of trucking status for via land deliveries. Communicating airline personnel for via air cargoes. Conduct information for the delivery procedure.
Communicating client to assure that their cargoes are good and ready for delivery.
Everyday updating of daily monitoring report. Sending daily monitoring report to respective client.

Sales/Account Coordinator I 05/2014- 11/2015
2GO-EXPRESS INC. I 2GO Durian Domestic Road Pasay City

Track and trace the incoming and outgoing cargoes. Assembling, addressing, stamping, arranging for the shipment. Monitoring the latest status of the cargoes.
Encoding the bill of lading to respective cargoes. Communicating the branches for the incoming deliveries. Checking of dispatching cargoes.
Issuing correct bill of lading for sea cargoes.






S E M I N A R S

NC II in Household Services Tesda
October 7, 2015

Pre-Employment Seminar Pertualites Soaring High to Excellence
University of Perpetual Help System DALTA
February 21, 2013

Checking of trucking status for via land deliveries. Communicating airline personnel for via air cargoes. Conduct information for the delivery procedure.
Communicating client to assure that their cargoes are good and ready for delivery.
Everyday updating of daily monitoring report. Sending daily monitoring report to respective client.

Student Trainee	I 10/ 2012
Risk Insurance Management Philippine Airline Inc.
Diosdado Macapagal Avenue I  CCP Complex,Pasay City


W O R K E X P E R I E N C E

Zamboanga Norte,Trail of Heriosm,Discover the Different Sides of Paradise
Dakak Park Beach Resort,Dapitan.Zamboanga Del Norte
University of Perpetual Help System Dalta
September 14, 2011

Bridging the Campus-Career Gap University of Perpetual Help System Dalta
January 7, 2010


Age	:
Gender	:
Date of Birth	: Place of Birth  :

Weight	:
Height	:
Civil Status	:
Religion	:
Nationality	:
Mother	:
Father	:


34 years old Female
December 21, 1989 Wawa Abra De Ilog Occidental Mindoro 130lbs
5’4
Single
Roman Catholic Filipino
Nelia De la Rosa Norberto De la Rosa


Makisaya,Biyahe Tayo:Ilocos Tour PATTS COLLEGE OF AERONAUTICS
August 23, 2009

Computer Literacy
Informatics Habay Bacoor Cavite
September 14,2008

I hereby certify that the above information is true and correct to the best of my knowledge and belief.




R E F E R E N C E S

Mrs.Leyne Colot Teacher
Deped
Mamburao Occ Mdo
+63 968 522 1006


MERRY JOY S. DE LA ROSA




Mrs.Archielyn Valiente Head Teacher
Deped
Mamburao Occ Mdo
+63 965 410 0771

Mr.Ryan Gran Sales Associate Smart
Mamburao Occ Mdo
+63 907 167 2822




Applicant’s Signature
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