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Personal Profile
DateofBirth
: 15th September 1985
Nationality
: Filipino
Marital Status
: Single
Height
: 172Cm
LanguagesKnown
English, Tagalog
Passport Information
Status
:Visit Visa


Gulfjobseeker.com CV No: 1355808
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
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Ensure quality, competitive and efficient work in a company where I can apply my knowledge and learn new skills to enhance the organization I’m associated with. I will do whatever it takes to make the work place better that will also benefit the firm in the long run.
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ADMINISTRATIVE SKILLS AQUIRED WHILST STUDYING
Writing up reports and correspondence.
Accurately typing information into computer databases. Undertaking general office duties.
A working knowledge of CMIS.
Strong written and oral communication skills.
Accurately taking messages and then distributing them to recipients.
Raising orders, processing invoices, delivery dockets and receipts.
Using office equipment such as photocopiers, fax machines etc. Professional telephone manners.
Excellent grammatical and spelling skills.
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KEY COMPETENCIES
Advanced level of experience with MS Office (Word, Excel, PowerPoint).
Reliable and punctual, will always turn up to work on time. Able to work under pressure and meet deadlines.
High level of focus and attention to detail and accuracy in a repetitive environment.
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PERSONAL SKILLS
Computer literate, proficient in MS Office
Good in oral and written communication skills
Decision making Problem solving Discretion

ACADEMIC QUALIFICATIONS
Education Level:
College Graduate
Education Field:
Management and Marketing
Course :
BSBA – Major in  Management
School :
Columban College
5th December , 2012
5th December, 2014
13th January, 2010
15th May, 2012

DETAILSOFWORKEXPERIENCE

	POSITION
	Cashier / BBC-OIC/Marketing Assistant
	

	
	
	

	ORGANIZATION
	Conti Group of Companies
	

	
	
	

	COUNTRY
	Philippines
	

	
	
	

	
	Assist tenants in completing required lease
	

	
	agreements and other related paperwork. Process
	

	
	bank deposits and rent payments on a daily basis.
	

	
	Respond to all leads generated within a reasonable
	

	
	amount of time, and maintain documentation of
	

	
	calls and visits.
	

	
	Lead tours of the property, and build rapport and
	

	JOB DESCRIPTION
	follow up with potential tenants.
	

	
	
	

	
	Conduct walk-throughs, and inspect the community
	

	
	grounds and leases to ensure cleanliness.
	

	
	Marketing Assistants support the work of marketing
	

	
	managers and
	

	
	executives on projects directed at maximizing
	

	
	company profits and
	

	
	developing sales strategies or marketing campaigns.
	


	POSITION
	Sales Executive

	
	

	ORGANIZATION
	Cathay Land

	
	

	COUNTRY
	Philippines

	
	

	
	Maintain and develop good relationship with

	
	customers through personal contact or meetings or

	
	via telephone etc.

	
	Must act as a bridge between the company and its

	
	current market and future markets.

	
	Display efficiency in gathering market and customer

	
	info to enable negotiations regarding variations in

	
	prices, delivery and customer specifications to their

	
	managers.

	JOB DESCRIPTION
	Help management in forthcoming products and

	
	discuss on special promotions.

	
	Review their own performance and aim at exceeding

	
	their targets.

	
	Record sales and order information and report the

	
	sale to the sales department.

	
	Provide accurate feedback on future buying trends

	
	to their respective employers.


