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OBJECTIVE:

Seeking for a position where experience, skills, and knowledge could be effectively applied for the development of self and the organization. 

KEY SKILLS:

· Knowledge of MS Office (MS Word, MS Excel and MS PowerPoint). 

· Knowledge of data entry and record keeping

· Efficient in event planning and schedule coordination.

· Excellent communication skills, both written and verbal.

· Efficient time management and stress management.

· Proficient in oral and written communication skills (English and Filipino).

· Flexible and receptive to new ideas. 

· Willing and able to adjust to changing demands and circumstances.

· Can work under pressure with minimum supervision.

· Possess strong leadership skills and a proactive team player. 

· Has a vast experience in dealing with different types of people. 

· Goal oriented, strongly value integrity and unbiased in dealing with others.

WORK EXPERIENCE:

Area Manager in Robinsons Land Corporation in Middle East and USA Area

Robinsons Galleria Ortigas Center Pasig City, Philippines

November 2011 to February 2015 

· Directly reporting to the Regional Manager. 

· Responsible for organizing resources and creating a marketing tool for the Company.

· Analyze and interpret the needs of customers and offer appropriate solutions.

· Prepare financial reports, liquidation, statements and projections.

· Project planning skills.

· Daily Client Presentations of the projects.

· Ability to achieve sales quota every month.

Sales Agent in Robinsons Land Corporation

July 2009 - November 2011

· Assist clients with property sales and development

· Preparation of legal documents including listings and sales contracts

· Provide legal, economic and market advice to prospective clients.

· Maintaining and liaising with clients, building relationships with clients to encourage returning business.

· Coordinate property closings and overseeing document signing

· Analyze market trends to determine competitive market prices

Admin Assistant in Century Properties Group Inc.

Pan Pacific Building, Makati Avenue, Philippines

August 2007 - July 2009

· Assisted agents and brokers with sales procedures

· Assisted with the preparation of legal documents including listings and sales contracts for agents

· Delivered and picked up financial and title documents for clients

· Assist with copywriting and uploading of images for online sales listings

· Carried out telephone marketing

Secretary in Trading Business 

SMB Trading Lipa City, Batangas, Philippines

August 2006 to July 2007

· Manage the Department’s head office..

· In-charge in the filing sales records for the department.

· Budget Officer of the department.

· Handle queries and other concerns by phone, post and email.

· Maintain minutes of meetings during seminars, conference and sales meetings. 

Freelance  Model

Fashion Industry, Philippines and Overseas

April 2005 to November 2009 

Doing events/shows for different Companies endorsing their recent products- local and abroad.

TRAINING AND SEMINARS ATTENDED

· Robinsons Land Corporation in-house Sales Training 

Crowne Plaza Hotel Manila, Philippines

· CARE Training Century Properties Group Inc            

Pacific Star Building Makati Philippines

· ReTouch Personality Development 

Sofitel Manila Philippines

· Basic Word and Excel Training

Quezon City, Philippines 

EDUCATIONAL ATTAINMENT:

2001- 2005 



New Era University






Bachelor of Arts Major in Mass Communication 

PERSONAL DETAILS:

Nationality: Filipino

Civil Status: Single

Religion: Christian

Visa Status: Visit Visa

Date of Birth: March 01, 1984

Place of Birth: Batangas City, Philippines


