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CURRICULIM VITAE

PERSONALINFORMATION

Name :MarylouiseRau
Age :26yearsold
Sex :Female

D.O.B :13thApril,1991
MaritalStatus :Married
Province :CentralProvince
Telephone :70184442
Email :jmimiarau@gmail.com
Address :C/-CharlieRau

ANLAgenciesPNGLimited
Section53Unit12Lot15&16
UmeStreetGordons
POBox702,PortMoresby
PapuaNewGuinea

OBJECTIVE/AIM
Tobedevotedtomyresponsibilitiesinordertoadvanceprofessionally,tosolveproblems
andfacechallengesandthereforecontributetotheprogressoftheorganization.

WORKEXPERIENCE

 February10th2014–Present(HitronLimited–PurchasingOverseasOfficer)

KeyResponsibilities:
- Getquotesfrom supplierspermanagersrequests,docomparisonthanraise

purchaseordersforapproval,sendPOtosupplier,chasesupplierfororderstatus,
ETAetc,getinvoicefrom supplierandputthroughforpaymentandsoon.

- Dostocktakebeforeaddingnewstock.
- CheckagainstPOifquantityorderedisreceivedandingoodcondition.
- Alsoarrangewithfreightforwardersforpickupofordersetc.
- Mindtheswitchboardduringlunchhours

 February2013–February2014(MoorePrinting-CustomerServiceAssistant)

KeyResponsibilities:
- Dataentry,assistingcustomerswhenrep’snotavailable(fourbranches)
- WritingPO’s&paymentreceipts
- Answeringtelephonecalls(external&internal),writingorders,layoutcharts,

calculatingconcretions,doingquotations
- Sittingatreception&customerserviceduringlunchbreaks,emailingandsoon.
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EDUCATIONQUALIFICATION

TertiaryInstitution2011–2013(PortMoresbyBusinessCollege)
- DiplomainBusinessStudies–Computing
- DiplomaCertificateobtained2013

SecondarySchool2007–2010(MarianvilleSecondarySchoolBomana;Gr.9-12)
- HigherEducation(Grade10&12)Certificatesobtained

PrimarySchool1998–2006(GerehuPrimarySchool;Prep–Grade8)
- PrimarySchoolCertificateobtained2006

ENAGEMENTINSPORTS

- 2010–DefenceSoccerClubVICECAPTAIN
- 2008-2009–U18HekariSoccerClubCAPTAIN
- 2006–POM SchoolSoccer(PLAYEROFTHEYEARAWARD)

HOBBIES
Reading,meetingotherpeople,travelling,cooking,learningnewskills,socializingand
playingsports(soccer).

REFEREES

Mr.TonyValdez–FinancialOfficer
AccountsDepartment
HitronLimited
P.O.Box209
Waigani,Cnr.Morata&GabakaSt,Gordons
N.C.D,PapuaNewGuinea
Phone:3022311
Fax:3250349

MsJocelynKamblijambi-HeadofSales&Marketing
Sales&MarketingDepartment
EMTV
P.O.Box443
Boroko,2ndFloorGardenCity
Ph:3257322
Fax:3254450

Mr.ColinWells–NationalSalesManager
SalesDepartment
MoorePrintingBusinessSystems(PNG)Ltd
P.O.Box7543
Boroko,NCD
Phone:3210000
Fax:3210001


