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Career Objectives

To secure a challenging position in a well-established organization with stable environment that will lead to a lasting relationship in the field of management.
Core Qualifications
· Creative mindset, good observation skills and details oriented.

· Customer oriented
· Excellent working knowledge of Microsoft Word, Excel and PowerPoint.
· Reports regenerations and analysis

· Reliable and capable of identifying problems and finding solutions.

· Financial reports and processing

· File / records maintenance

· Outstanding physical conditions

Work Experience

Position:

Customer Service, Sales Coordinator   (Jan. 27, 2013 – Nov. 12, 2014)
Designation:

Customer Service

Organization:

Barakat International LLC, Bifcofoods LLC - Dubai, U.A.E.
Responsibilities:

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.

· Prepares product or service reports by collecting and analyzing customer information.

· To respond quickly and efficiently to all in-coming sales enquiries, by telephone, fax and email, preparing brochures as required 

· Coordinating all details for the client
· Assisting in implementing the sales strategy as set by the Sales manager, and in association  with the contracted banqueting caterers; including strategies for encouraging repeat business and up-selling

· Maintains customer records by updating account information.

· Responding to and coordinating all internal meeting requests

· Contributes to team effort by accomplishing related results as needed.

Position:

Credit Investigator 
(June 10, 2010 – Dec. 31, 2012)
Designation:

Credit and Collection Department

Organization:

Puyat Steel Corporation - Philippines
Responsibilities:

· Customer background (bank and trade references) analysis

· Conducts ocular investigation 

· Collection/Countering Billing Assistance

· Document filing/record maintenance

· Invoicing and Deliveries Assistance

· Analyze delinquent accounts and prepare report on highest risk accounts including recommendations for resolution. 

· Create a credit risk management environment of an acceptable quality, in terms of established credit guidelines 

· Interact with customers to obtain additional credit information to support credit lines

· Reconcile transactions and balances to maintain accurate accounts 

· Initiate credits and adjustments to customer accounts within company policy limits 

· Submit requests to senior management and supporting documentation for accounts requiring credit lines 

· Monitor receivables and collections and provide updates of receivables and provide appropriate reporting procedures 

· Check for credit viability on requests for extended terms, and evaluate various adjustments or exception documents 

· Identify accounts requiring collection agency or legal action and coordinate collections with third party contractors 

· Develop processes and procedures for evaluating customer financials and setting and changing credit lines/limits, as well as credit holds; implement liens as necessary to major delinquent account as approved 

Position:

Checker/Auditor

(Oct. 05, 2009 – Mar. 27, 2010)
Designation:

Internal Audit

Organization:

CDO Foodsphere, Inc. - Philippines
Responsibilities:
· Field auditing

· Incoming raw materials checking base on different specification

· Auditing loading items for deliveries as well as bad orders/rejects and record to systems

· Weighting auditing for raw materials received

· Receiving deliveries of new shipments 

· Keeping up appropriate record of the materials issued received as part of new inventories

· Document maintenance

Educational Background

Bachelor of Science and Business Administration - Major in Management

New Era University - Philippines; Graduated: Year 2009

Personal Details

Birthdate:


November 17, 1986

Nationality:


Filipino

Civil status:


Single

Height:



5’8”
Visa Status:
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