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Position Applying for:   PA / Administrative Assistant
Objective:

I want to be in a company where reliability, hard work, responsiveness, and good technical skills are required, so I can impart my knowledge, be an asset to the company, where I can enhance my skills and hone my potentials as well.

Strengths and Skills:  

Excellent organizational and administration skills with experience in dealing with customers and high volume workloads whilst meeting strict deadlines and targets working under pressure. Exceptional interpersonal communication skills and negotiation techniques. I am now aspiring to start a new challenging appointment with a reputable company, preferably in a customer facing and/ or administrative position.

Functional Areas of Expertise:

· Office administration and secretarial functions
· Salesmanship and Telemarketing Skills
· Proficiency in MS Word, Excel, and Power Point, with typing speed of 45wpm
· Identification of customer needs and customer care
· Team Leadership, staff training and teaching
Work Experiences:
Sales Representative – July 12, 2008 up to present

Lokhandwala Builders International LLC

Duties and responsibilities:  A team player in the Sales Department, involved in Customer Relations

Management. Answering inquiries by phone and by email. Meeting clients and introducing projects, which must end up to sale. Updating files, sending payment reminders and construction updates. Reporting directly to the Managing Director for any matter with regards to the sales and marketing of Freehold properties.
Marketing Assistant –April 01, 2007 to July 03, 2008
Receptionist /Sales Coordinator -Sept. 23, 2006 up to March 30, 2007 

TIGER PROPERTIES

Suite 2004 Crown Plaza, Shk. Zayed Rd., Dubai, UAE- 

 Al Tawuun Tower, Al Tawuun Rd., Sharjah, UAE- June up to Sept. 23, 2006

Duties and responsibilities:  General Secretarial and administrative functions. Marketing assistant, in-charge with the promotions i.e. marketing kit (brochures, leaflets, business cards and stationeries, Also in-charge of Freehold computer software, and sending documents international and domestic by courier. Follow-up clerk functions, as to answering clients' inquiries and after sales services.

Executive Secretary – February to June 3, 2006

TIGER INTERNATIONAL CONTRACTING CO. LLC

Marina Pinnacle Tower, Al Marsa, Dubai Marina, Dubai, UAE

Duties and responsibilities:  Secretary to the Project Manager. Composing business correspondence, archiving quotations, letters and internal memos. Preparing monthly reports for invoices, bills of payments and delivery notes. Assisting site engineers with their daily reports and labor requirements. Doing all clerical jobs, answering and screening phone calls, and setting up appointments for dealers and suppliers.

Telemarketer cum Sales Executive – July 2002 to Dec. 2005

Duties and responsibilities:  Preparing daily sales reports, purchases, and invoices. Targeting specified sales quota, assisting customers and conducting demos and selling musical instruments. Monitoring sales conditions, and checking of inventories for other branches. Handling enrollees, and scheduling of students for the school of music, and handling after sales and customer care for piano service as well.

Telemarketer cum Account Executive – Sept. 1997 to June 2002

RITZFEL Industrial Sales and Services

Duties and responsibilities:  Telemarketing, doing company introductions through phone, sending quotations to responding clients through fax, field work, doing product demos and giving samples to clients, getting purchase orders and giving clients’ invoices, follow-up checks to clients’ account departments, collection of  cash payments, and do the purchasing and the deliveries according to schedule.

Secretary cum Data Encoder – Sept. 1993 to Aug. 1997

CHINA BANKING CORPORATION


Duties and responsibilities:  Over-all secretarial work, such as business correspondence, answering and 

screening telephone calls, data entry and documentation, filing and archiving important papers, performing 
related duties when assigned such as obtaining photocopies, monitoring, and replenishing the stock of 
department stationery, maintaining and updating comprehensive filing system, including business 
correspondence, reports, facsimile items, and office memos from local and foreign addresses.

EDUCATIONAL ATTAINMENT:

Polytechnic University of the Philippines

Bachelor in Business Education

Sta. Mesa, Manila, Philippines

Quezon City High School

Sct. Ybardolaza St., Quezon City

Kamuning Elementary School

Sct. Torillo St., Kamuning, Quezon City

Personal Profile:
Gender

:  Female


Civil Status
:  Married

Birthday

:  July 8, 1971


Nationality
:  Filipino


Language
:  Filipino and English

Religion

:  Christian

