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          To be part of the actual environment where I can use my experience and education. To show my abilities and skills to generate a positive working attitude; from a respected establishment. Aiming to stand out in the field of business Industry with hard work, determination and dedication

Tertiary

Bachelor of Science in Hotel, Restaurant Management and                 

Bachelor of Science in Tourism Management




St. Paul University Philippines




Tuguegarao City, Cagayan North




June 2010 – March 2014


CAREER OVERVIEW:
March 2014- April 2015
Equity Machineries Inc.

Cauayan City, Isabela, Philippines
Sales Coordinator cum Receptionist
Job Responsibilities:

· Attends inquires by phone, fax, email and personal visits in relation to company business.

· Takes responsibility for accurate and timely issue of quotations, Proforma Invoices and Invoices to customers

· Coordinates with the different departments for timely supply/ delivery of materials, issuance of sales documents and consistently does follow ups to customers

· Prepares accurate purchases of material supplies to different vendors

· Collects up-to-date information on the status of orders from various company branches, suppliers, and the number of sales attained.

· Reports to division manager

· Prepares Management Information System Report (MIS) for the divisional manager; keeping an accurate records of monthly and annual sales figures.

· Maintains an organized and systematic filing, tracking, and storage of important documents

· Maintains good relations with our customers as well as the whole sales team

· Responsible for sending any kind of documents through courier.

· Making correspondents, quotation & related letters.

· Assist customers with product usage, ordering, and delivery matters.
· Coordinating with the sales person, and with the customers.
· Provide services to customers, such as order placement and account information.

· Arrange conferences, meetings, and travel reservations for office personnel.

· Prepares and then follows up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.
· Maintaining an efficient work environment.

E.T DIZON Travel Agency, Roxas Boulevard, Ermita,Manila Philippines 

(January 30- February 25, 2014)
Pearl Garden Hotel, Adriatico St, Malate Manila Philippines

(December 21-2013-January 22,2014)

Harbor View Restaurant, South Gate A,Rizal Park, Manila Philippines
(November 21-December 11,2013)

Econolodge Century Resort Inc. 19540 Coastal Highway, Rehoboth Beach Delaware 19971, United States (March 12-June 20, 2013)
Genaro’s Restaurant Tuguegarao City, Cagayan 3500 Philippines 
(December 18-2011 – January 29, 2012)
Pulsar Hotel, Capitol Hills, Caggay, Tuguegarao City, Cagayan 3500
(February 4 – March 22, 2012)
Shipboard Training, Super Ferry 21(Apex Program)

(May 2012)


Independent-minded and very capable at multi-tasking; can easily adapt and adjust to different kinds of people, situation and environment; thrives on challenges and pressures; genuinely interested in meeting people and gaining friends.

Age


:

21
Birth date 

:

September 19, 1993

Citizenship

:

Filipino

Civil status

:

Single

Gender

:

Female
Activities/Interest  :                     Travelling, Walking, playing music,

                                                      Surfing internet and bicycling
Height


:

5’5

Religion

:

Roman Catholic
Visa type                 :                   Visit Visa 
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