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POSITION APPLYING FOR: 

CUSTOMER SERVICE EXECUTIVE / ADMINISTRATIVE ASSISTANT

CAREER OBJECTIVES:


To be employed in a stable and progressive company where can I contribute to its victory and profitability through the application of my acquired knowledge and experiences.

WORK EXPERIENCED:


Company Name:  SUZUKI Auto Kalookan


198 Edsa cor. Tandang Sora Street Kalookan City, Philippines
Designation:        Sales Executive

Date Joined:        March 16, 2009 – Feb 10, 2015

Job Description: 

· To maximise every sales opportunity and build long term business relationships with our customers.
· To participate in planning sales campaigns and promotions to maximize sales.
· Maintain showroom and displays to required Suzuki Cars standard. To include the availability of brochures and display of Suzuki vehicles.
· Responsible to achieve and exceed the allocated sales target with simultaneously maintaing and improving the customer service experience.
· Vehicle movement from and to branches as and when required.

· Ensure the vehicles are invoiced and proper documentation maintained for the same.

· Accept customers phone inquiries / telemarketing.
Company Name:  CHERY MANILA Automobile 


1900 az M. Guazon St., Paco, Manila Mendiola (Otis, Manila),Philippines
Designation:        Sales Executive

Date Joined:        September 22, 2008

Date Left:             January 22, 2009

Job Description: 

· To sell maximum number of Chery units.
· To participate in planning sales campaigns and promotions to maximize sales.
· Maintain showroom and displays to required Chery Cars standard. To include the availability of brochures and display of Chery vehicles.
.
Company Name:  Coca-cola Bottlers Philippines Inc., (CCBPI) 


1890 Paz M. Guazon St., Paco, Manila Mendiola Sales Office (Otis, Manila) Philippines
Designation:        Practicum Trainee / Human Resource Department

Date Joined:        November 21, 2007

Date Left:             March 24, 2008

Job Description: 

· Assist payroll man, Encoding, Filing Documents and updates employee records.

· Assisting applicants and taking call for qualified employees, Inform them about examination.

Company Name: BLUE SKY MIND mini company under Junior Achievements of the Philippines Inc.,
                             Unit A, 24th Floor, Trafalgar Plaza 105 H. V. Dela Costa Street

                             Salcedo Village, Makati City, Philippines
Designation:        Corporate Secretary / Practicum trainee

Date Joined:        September 2006

Date Left:
 March 2007

Job Description: 

· Bring minutes of the meetings up-to-date. Prepares Stockholders' record from stock certificates' Stockholder Information Cards. Sets up Stockhloders'record numerically.

· Gives report to company before close of the meeting.

Company Name: Greenwich Pizza Corporation SM Manila, Level 4, Philippines
Designation:        Service Crew / Kitchen Staff

Date Joined:        September 18, 2004

Date Left:             February 28, 2005

Job Description: 

· Responsible in food preparation, serving and assisting customers. Achieves and maintains company’s' standards for quality, freshness of the food and ensuring smooth relationship with the customer by providing high quality service.

EDUCATIONAL ATTAINMENT:


TERTIARY: 

LYCEUM OF THE PHILIPPINES UNIVERSITY

Intramuros, Manila

BS Business Administration Major in Marketing

(2008)

SECONDARY EDUCATION:

FLORENTINO TORRES HIGH SCHOOL

Gagalangin, Tondo, Manila

 (2003)

ORGANIZATIONAL AFFILIATIONS:


Member, Junior Achievements of the Philippines Inc., (JAPI) (2006-2007)

OFFICER, LYCEUM BUSINESS CLUB, VP for Records and Publication (2007-2008) 

Member, Philippine Junior Marketing Associations (PJMAP) (2007-2008)

PERSONAL BACKGROUND:


Birth: 

March 10, 1986

Birthplace:
Manila

Age: 

29yrs old

Status:

Single

Citizenship:
Filipino

Height: 

5'5”

Weight: 

110 pounds

SKILLS AND QUALIFICATIONS:


Computer savvy with Internet navigation skills. confident with the ability to communicate effectively and provide detailed information. Target-oriented. Fast learner, Highly motivated and possess good communication and interpersonal skills. Dependable, efficient, flexible, dedicated proactive and with high tolerance for stress. 

TRAINING AND SEMINAR ATTENDED:


TITLE: PGMA (100 hours finishing courses for call center agent) (Training  CALL CENTER ACADEMY (CCA)
Buendia, Makati City

(April-May 2007)

ROBBY REYES PAGUAGAN
PO Box 28444, Dubai, UAE

Flat 610 Al Mazroua Bldg., Doha St., Al Nahda 2, Al Ghusais, Dubai, UAE

Contact Nos. +9714-2573418 / +97150-8128604

E-mail address: robbyrpaguagan@gmail.com / yrobb10@yahoo.com
Respectable Sir/ Madam,

             I would like to express my intent to be a part of your prestigious company. Having achieved many goals in my career of Sales Executive / Marketing Department, Im interested in expanding my professional horizons by seeking new challenges in area of Sales and Marketing Department.

As you can see my career in business, sales and marketing is extensive. I have enjoyed a reputation as an efficient in sales field. Establishing a good rapport with the clients also co-workers as well, Good customer service,

I believe that there would be good appropriate interests between my skills and your needs.

Please find attached my resume for your evaluation. I would appreciate an opportunity to discuss a position with you. Should my qualifications merit your approval, I would be more than willing to attend an interview at your convenience.

Thank you for your consideration.

Sincerely,

Robby R. Paguagan

Contact no. 0508128604

