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Professional Profile:
February 2009 –May 2015

Reputed Firm



                                  

Bid Manager 

· Provides leadership, essential knowledge, support, and teaming to help sellers and opportunity owners through the bid and proposal management process using Value Driven Proposal techniques and knowledge of  and its organization and resources. 

· Operates as bid management expert and supports or leads the Bid Team in managing the process of developing the deal including a solution, price, and offering document according to business rules and standard approval reviews and processes. 

· Engages with Opportunity Owners (OO) on end-to-end bid support for single or multi-brand complex opportunities. ( Opportunity to Order )
·  Maintains and manages a control file of customer correspondence and proposal related documents. Store final artifacts & approvals in brand repositories to ensure audit ability. 

·  Identifies resources, secure all core team members and with the Technical Resource Coordinator, coordinate the participation of aligned functions and brand support team members. Identify, schedule and manage additional resources as and when required (e.g. Proposal Production Support). 

·  Ensures audit ability is maintained - ensures compliance with all relevant aspects of Solution Design and Delivery Process, business controls, reviews and approval requirements.
· Performs a variety of Sales support responsibilities such interfacing with  A/NZ sales team, run pricing tools, contract creation and costing. 
· Run checklist for every proposal and register contract per business guidelines.

· Create Desk Level Procedure and Process Flowcharts for the Line of Business. 

· Create Training materials and educational presentations

· Conduct Training and educational session with inter-center counterparts and new hires. 
Feb 2009- March 2014
Sales Support Lead / Bid Support Specialist  

· Performs a variety of Sales support responsibilities such interfacing with  North America sales team, run pricing tools, contract creation and costing. 

· Ensures all transactions are handled with minimum impact to the customer and in compliance with all audit guidelines and established processes.

· Validates customer information, agreements, purchase order requirements.  Perform credit checks and reduces any back-end issues and delays. 

· Coordinates administrative support for proposal development, production efforts, and participates in applicable review processes.

· Create sales and inventory research and interpret the results of the request. Read supporting documents and understand requirements of the customer.

· Create solution design documentation and assure quality of solution rendered, Prepare and package the client deliverables (i.e., Product configuration, Buss. Proposal, Sales Quotation).

· Run checklist for every proposal and register contract online per business guidelines.

· Handle and rework order errors and defects.

· Undertakes other related duties as may be reasonably assigned by management

    October 2005- February 2009COSMOPACK, INC.






 956 Barangka Drive






Mandaluyong City, Philippines


(02)5337162-66





Sales Coordinator


· Serves as primary interface to customer accounts within the product group, negotiates and obtains orders and establishes new accounts by effective networking and sales call planning.

· Advocates on behalf of customer regarding all issues specially dissatisfaction, by investigating problems, developing solutions, preparing reports, making recommendations to management.

· Oversees the submission and maintenance of all order documents, according to established Company processes. 

· Monitors and reports on competition by gathering current information on pricing, products, delivery schedules, and distribution channels.

· Develops, documents and implements specific sales strategies using the company’s established procedures.

· Generates price quotations and costing on systems; reviews and sign quotations.

· Represents Company on various trade- show exhibitions and seminars.


· Trains and supervise newly hired employee.

· Undertakes other related duties as may be reasonably assigned by management.

Summary of Qualifications/ Skills:
· Good-quality of comprehension with Negotiation Skill and customer retention. 

· Broad experience on Sales & Marketing, Customer Retention & Services and Document Control & Management.

· Excellent communication skills

· Flexibility with scheduling
· Proficiency with MS Office applications
Achievements:
5th of Oct 2012 

Pillar Award 





(TSS)Managed Technical Support, Line of Business






 Business Services, INC.
· Criteria: Attendance, workloads/ number of tasks, commendations from US counterparts and fast turnaround time.
26th of Nov 2009Top Bid Support Specialists


(TSS)Managed Technical Support, Line of Business






 Business Services, INC.
· Criteria: Attendance, workloads/ number of tasks, commendations from US counterparts and fast turnaround time.

Training

· March 20 2014 – May 7, 2014
Leader Foundation for Delivery Center Training

· July -2011 


Yellow Belt Six Sigma


Education:
2001- 2005



Rizal Technological University

Tertiary



Boni Ave., Mandaluyong City Philippines






Bachelor of Science in Business Administration 
Major in Marketing.

