
MARYCHRISBIRON
OfficeStaff,OperationSpecialDivisionPhone#:+63922–201–3444

Email:mchris_27@yahoo.com/mbiron@pjlhuillier.com

Address:Blk25Lot3CTKSubd.Talon4LasPinasCity,Philippines

CAREERSUMMARY

Iam anenthusiastic,self-motivated,reliable,responsibleandhardworking
person.Iam adaptabletoallchallengingsituations.Iam abletoworkwell
bothinateam environmentaswellasusingowninitiative.Iam abletowork
wellunderpressureandadheretostrictdeadlines.Detail-orientedforalmost
10yearsofexperienceinmanagingadministrativetasks,maintaining
accuraterecords,andprovidingexceptionalcustomerservice.Proficientin
MicrosoftOfficeSuiteandskilledinmanagingmultipleprioritiesinafast-
pacedenvironment.

PERSONALSKILLS

●Electronicmail,MSWindow,MSWordetc.
●Determineandestablishofficeprocedureandroutine
●Excellentwrittenandoralcommunicationskills
●Highlyorganizedandefficient
●Canworkunderpressure
●Provenleadershipskillsandabilitytomotivate
●Abilitytomultitask
●Reliability
●Adaptability

EMPLOYMENTHISTORY
PJLhuillierInc.(CebuanaLhuillier)2014-Present

OfficeStaff/Clerk

Duties/objective:
•Schedulingofstocksdeliveriesfrom differentbranchesofjewelrystoreall

overthePhilippines.

•Checkingofreturneditem stocksfrom storethenpreparedforauctionto
sell.

•OrganizeanddoInventoryonceitemsarealreadyreturned.

•AssistingcustomerswhenwehaveJewelryandWatchsales.



•Carryoutadministrativeactivitiesofestablishment.

•Scheduleandconfirmsdelivery

•Assembledataandprepareperiodicandspecialreports,
manualsandcorrespondence

•Establishworkprioritiesandmakingsurethatdeadlinesare
met.

MFOSYSInc.(BPOCompany)2006-2014
DataEntryClerk/Encoder(USMagazine,Newspapers,Books)

●Makingsurethetextmatchestheoriginal,ensuringthatgrammarand
spellingareconsistentandcorrect,thatphotosandimagesareproperly
captionedandcheckingthatpagenumbers,headingsandcaptionsare
correctacrossallelements.

●Reviewdocumentsforgrammar,spelling,andstyle

●Meetproofreadingdeadlines.

●Fact-checkdatesandotherstatementsforaccuracy.

●Ensurealltextadherestoneandcharactercountoutlinedbycompany
policies.

●Confirm allsubmittedwritingisoriginal.

●Makecorrectionsandeditthedocument.

EDUCATION
BachelorofScienceinBusinessAdministrationMajorinManagement(2002-2006)

Dr.FilemonC.AguilarMemorialCollegeLasPinasCity,Philippines


