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OBJECTIVE
To be a part of an organization where I can contribute to the best of
my abilities  and  succeed  in  an  environment  of  growth  and
excellence which provides self- development and help achieve
organizational goal
EDUCATION
ST. SCHOLASTICA’S COLLEGE- MANILA
Bachelor of Science in Business Administration major in
International Business Economics and Diplomacy, 2014
COMPETENCIES
Proficient in MS Office
Communication skills – English Language Proficient
Leadership skills
Research skills
Interpersonal skills
Strong Organizational skills
Team Player Events
Planning Sales and
Marketing
General Administrative
Real Estate Management
WORK EXPERIENCE
SALES REPRESENTATIVE
PHILIPPINE LONG DISTANCE TELEPHONE COMPANY (PLDT) April 2014- January 2015
Introducing telecommunication services / products to the new and existing clientele 
Entertain calls and answering or discussing the inquiries of the customers 
Doing call outs to promote the newest products and services that the company has to offer to the consumers 
Working closely with the sales team and discussing future targets with the area sales manager. 
Encoding and updating the clients profile to keep track of their records 
Study and be familiar with the products and services that the company has in order to promote it efficiently and effectively 
Update and disseminate information within the department about the sales generated or made 
Participating in promoting and branding of the company’s services / products through events and other organized occasions 
ADMINISTRATIVE ASSISTANT
ROCKWELL LAND CORPORATION
May 2013 – February 2014
Perform general office duties such as ordering supplies, maintaining records management systems and performing basic book keeping work. 
Sorted and prepared all documents and correspondence of the company 
Coordinated with the rest of the staff and assisted them with their needs to make the project a success and on time 
Prepared and edit correspondence, communications, presentation and other documents 
Conducted research, collected and analyze data to prepare reports and documents. 
Answered and managed incoming calls. 
PROPERTY CONSULTANT
SM DEVELOPMENT CORPORATION
September 2012- April 2013
Perform duties, such as study property listings, interview prospective clients, accompany clients to property site, discuss conditions of sale, and draw up real estate contracts. 
Compare a property with similar properties that have recently sold to determine its competitive market price. 
Advise clients on market conditions, prices, mortgages, legal requirements and related matters. 
Generate lists of properties that are compatible with buyers' needs and financial resources. 
Coordinate appointments to show homes to prospective buyers. 
Inspect condition of premises, and arrange for necessary maintenance or notify owners of maintenance needs. 
Investigate clients' financial and credit status to determine eligibility for financing. 
AFFILIATIONS
2013 – 2014
ASSOCIATE FINANCE OFFICER, PAX
Handles and collects all of the payments, maintains accurate records of the master list and bookkeeping of the financial transactions and disseminate information about the scheduled collection of payments. 
2012 – 2013
SECRETARY, ECONOMICS ORGANIZATION
Ensuring that the meetings are properly organized. Maintaining records about what was discussed in the meetings or other events that the organization has. 
2012 – 2014
MEMBER, JUNIOR PHILIPPINE ECONOMICS SOCIETY
Actively participating in the activities and programs of the organization 
SEMINARS ATTENDED
March 2014
7TH INTERNATIONAL CONFERENCE
Bro. Andrew Hall, De La Salle University - Manila
April 2013
INTERNATIONAL CONFERENCE ON ECONOMICS, TRADE AND
DEVELOPMENT 2013 (ICETD)
The Landmark Hotel, Bangkok, Thailand
December 2012    12th YOUNG ECONOMISTS CONVENTION
Yuchengco Hall, De La Salle University, Manila
August 2012
NATIONAL ECONOMICS SUMMIT
University of the Philippines, Diliman, Quezon City
January 2011 EXPLORING NEW BUSINESS IDEAS AND OPPORTUNITIES Kuniberta Hall, St. Scholastica’s College, Manila
INTERESTS
Travelling, socializing with people, reading newspaper and organizing events
PERSONAL INFORMATION
Visa Status: Tourist
Age
: 21 years old
Status
: Single
Nationality : Filipino
