Personnel Manager

 

Dear Sir or Madam:

 

Enclosed for your review and consideration is a copy of my current resume. I am forwarding it to you in the interest of exploring career opportunities within your organization. I believe I have the necessary qualifications, education and experience to fill the open position at your company. The following is a brief background list of employment experiences, which I believe make me a strong candidate for this position.

 

· Project Coordination 

· Sales and Marketing 

· Administrative 

· Customer Service 

· Clerical & Data Entry

 

My past work experience has provided extensive experience in direct public contact and interaction with many types of people, in varying situations. Whether working independently or in a team environment, client satisfaction and the successful completion of projects are foremost in my approach. I am known as personable and out-going, and derive great satisfaction from others. In addition, I am extremely computer proficient, and bi-lingual speaking in English and Tagalog fluently. I believe these qualities would compliment your staff.

 

I would greatly appreciate the opportunity to discuss my interest in a position, my credentials, and my desire to establish a career at your facility, with you at a mutually convenient time. I look forward to hearing back and meeting you. Thank you for your consideration.
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IMELDA.113734@2freemail.com  
	Objective
 
	To develop my personal and professional potential within a stimulating working environment that offers good career opportunities

	Summary of Qualifications
	· 9 years sales and marketing experience 

· Highly motivated, creative and versatile graduate student of BA Journalism from the University of the Philippines-Diliman with experience in customer service, sales and marketing 

· Knowledgeable in MS Word, Excel, Outlook, PowerPoint, Adobe PageMaker, Photoshop, Acrobat, basic Web Page Designing and Internet Research 

· Strong skills in time management, organization and communications

	Work Experience 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	BAHRAJA TRADING L.L.C 
(Trading Industry-Exclusive Distributor of Nikko Tableware, Studio William Cutlery, LSA glassware to the Hotel, Catering & Leisure Industry in UAE)
AL Qusais, Dubai, UAE

July 2008-Present

 
As Sales Admin Coordinator
Reported directly to Managing Director

· Promoted after 6 months

· Kept track of meetings, managed correspondence and processed other personal documents 

· Assisted MD in meetings with clients and suppliers to collate necessary requirements 

Accounts & General Admin

· Handled accounts, managed petty cash & cheques for approval 

· Monitored company bank book and accounts payable

· Created payment proposals to suppliers
· Prepared salary sheets, leave salaries, gratuities and arranged for staff ticket bookings  

· Short-listed and screened applicants for interview
· Created and arranged advertisement for vacancy posts to Gulf News 
 Marketing & Events
· Organized all requirements for trade shows from from booth layout, marketing materials, inventory, staff schedule for exhibitions and other sponsorship details  

· Conceptualized magazines ads and other marketing materials like postcards, invitations, flyers
· Arranged all branding requirements for the retail shop 

Sales & Retail

· Managed all correspondence and organized contact between the internal departments, interior designers & contractors involved with the opening of the retail shop

· Gathered market intelligence regarding competitors price positioning, specifications, and product displays 

· Developed initial manual of procedures and policies for use as a guideline for the retail shop

· Assisted in the preparation of orders considering stock levels within budget 

· Created sample delivery notes, purchase orders and quotations

MGME Marketing Corporation              
(Trading Industry-Exclusive distributor of Pioneer Electronic products & one of the distributors of Canon, Jamo products in the Philippines)

Malibay, Pasay City 

March 2006-March 2008 

As Brand Supervisor-Canon Products
Reported directly to Sales Manager

· Assisted sales manager in monitoring and increasing inventory levels in all dealer branches 

· Proposed promotional and price-off schemes 

· Pioneered the monitoring of company claims, rebates and incentive by developing an extensive database 

· Developed an organized checklist and flowchart of procedures for proper monitoring of service products for repair and replacement 

· Resolved issues involving product availability, product displays, service and other dealer concerns 

· Coordinated the planning and execution of brand promotion activities, keeping the client and internal sales/marketing team informed on the progress of all work 

· Coordinated and participated in  product trainings for dealers and in-house promoters 

· Recruited, trained and delegated assigned tasks to workforce

 

The Village Server, Inc. 

(Retail: Leisure, Entertainment and Food & Beverage Industry)

Alabang, Muntinlupa City

April 2005- January 2006

As Store Manager-Starmall Courts 
Reported directly to Senior Operations Manager

· Promoted after 2 months 

· Pioneered and developed membership procedures to provide better service to loyal members 

· Built and maintained client database by distributing proposals to different companies 

· Interfaced with different suppliers to ensure that all products were ordered, delivered and properly displayed 

· Consulted and provided reports to Senior Operations Manager such as average daily sales, sales mix, and sales promotions 

· Dealt with customer inquiries and complaints 

· Organized and supervised client tournaments and special functions from contract signing, payment, to implementation

As Marketing Coordinator-Max’s Restaurant
· Proposed promotional schemes to Senior Operations Manager 

· Worked directly with in-house marketing to design and produce marketing materials such as posters, brochures, fliers, tarpaulins, point-of-displays for other company owned businesses

· Sourced and maintained client database for special events and functions (birthdays, baptismal, weddings, meetings, seminars) 

· Written and hosted special programs like weddings and debuts 

· Helped supervised dining operations by assuming responsibility of store manager/ dining supervisor

 
Concentrated and continued college 

May 2004-April 2005

MGME Marketing Corporation             
(Trading Industry-Exclusive distributor of Pioneer Electronic products in the Philippines)

Malibay, Pasay City 

June 2000-May 2004     

As Sales Secretary- Pioneer Products
(while working full time and attending college part time)
Reported directly to Sales Manager 

· In-charge of dealer account in terms of sales reports, branch stock transfers, pull-outs, special discount approvals, stock card, invoicing 

· In-charge of preparing the budget monthly sales report of the whole company per product category 

· Handled customer inquiries and complaints by phone, e-mail and direct mail on company products’ features, availability, price and delivery 

· Handled business and personal calls both incoming and outgoing 

· Kept track of appointments, ticket bookings, restaurant reservations 

· Appointed as host of special work-related events

 

	Exhibitions Participated 

(2004-2009)
 
 
 Education
 
 

Personal Background
	International Food Exhibition - World Trade Center Philippines –June 2004

Gulfood -Dubai International Convention Center- February 2009

Taste of Dubai-Dubai Media City-March 2009

Hotel Show-Dubai International Convention Center-May 2009


B.A. Journalism 
University of the Philippines-Diliman 
Diliman, Q.C

1997-2005 

 

Date of Birth: January 29, 1980           

Age: 29

Civil Status: Married  

Religion: Christian

Other Skills: Driving

Visa Status: Residence Visa-Husband Sponsorship (willing to transfer if required)
Availability for Work: Immediately
 


