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BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION
MAJOR IN BUSINESS MANAGEMENT
	SPECIALIZATION
	: FINANCIAL MANAGEMENT

	
	
	
	


A talented Business Management professional with extensive Sales and Customer service experience. Proven history in improving operations and increasing profitability. Able to lead others in high-demand situations. Computer literate in multiple operating systems, software application and basic troubleshooting. Having determination, patience, and persistence to troubleshoot client issues.
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DETAILED WORK EXPERIENCE
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CLIENT SUCCESS EXECUTIVE II
LATITUDE SYSTEMS INFORMATION TECHNOLOGY, Dubai, UAE
January 5, 2015 up to Present
· Inside and Outside Sales function. 
· Project a professional image and strong business acumen during Client interactions. 
· Possess a sense of urgency, strong organizational and follow up skills. 
· Managing all aspects of the MyBuilding Company operation. 
· Assisting in initiating and managing the Latitude Systems Company inside Sales workflow. 
· Processing the quotes, purchase order, invoices, receipts, delivery notes, Annual Maintenance Contract, onsite visit and AMC visit tracking. 
· Receiving Product goods from suppliers and verifying that the materials shown in the invoice and delivery notes are of equal quantities and match the local purchase order. 
· Responding to sales quotes, interfacing and negotiating with Distributors and Vendors. 
· Updating and organizing company documents, price lists sales documents and weekly meeting. 
· Follow up payments from Clients. 
· Managing the operations of Zenboxed Company (Laundry Services and many more). 
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SALES EXECUTIVE
SHARAF DG, Dubai, UAE
April 21, 2013 to January 4, 2015
· Responsible in developing sales program and achieving sales target 
· Consistently achieved or exceeded all sales quotas each month. 
· Ensuring that services meet customer specifications. 
· Monitoring the stocks availability and proper merchandising. 

[image: image3.jpg]


ADMINISTRATIVE ASSISTANT
H-CUBE F&B, Bedok, SINGAPORE
April 9, 2010 to August 11, 2012
· Organize paper works and documents. 
· Ensuring all contracted items are delivered on time. 
· Coordinate with team member for weekly schedules of staff. 
· Track all incoming and outgoing documents concerning delivery and courier. 
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OUTDOOR SALES EXECUTIVE/KEY ACCOUNTS SPECIALIST
SIERRA MINERALLE INC, Kamuning Rd., Quezon City, PHILIPPINES
February 23, 2008 to February 25, 2010
· Responsible in all sales activities in all Accounts and Region. 
· Manage quality and consistency of product delivery. 
· Establish and maintain current client and potential client relationship. 
· Managing all merchandiser. 
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OPERATIONS MANAGER
MGB EXPRESS, Riyadh, Kingdom of SAUDI ARABIA
September 11, 2005 to September 13, 2007
· Managed daily operations, scheduled staff assignments, and supervised staff. 
· Ensuring immediate and timely delivery of all transactions to deliver immediately and adherence to cargo safety standards. 
· Filing and archiving all cargo documents for security as well as easy retrieval whenever needed. 
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OUTDOOR SALES EXECUTIVE/KEY ACCOUNTS EXECUTIVE
RAJ DISTRIBUTION COMPANY, San Fernando Pampanga, PHILIPPINES
September 04, 2003 to March 31, 2005
· Consistently achieved or exceeded all sales quotas each month. 
· Maintained inventory control system and making daily reports. 
· Met all sales objectives, recognized for leading one of company's highest-selling products 
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DOCUMENT CONTROLLER
PUREGOLD DUTY FREE PLAZA, Clarkfield Pampanga, PHILIPPINES
November 5, 2001 TO August 20, 2003
· Prepare invoices, check extensions, make bill list and write checks for general fund. 
· Reconcile payroll bank statements and payroll breakdown record. 
· Process utility bills for payment and open all mail for Business Office. 
	
	
	SPECIAL SKILLS

	Driving with UAE Driver's license
	
	Computer literate (AutoCAD, MS Word, MS Excel,

	
	
	
	PowerPoint, Internet and Basic troubleshooting)

	PERSONAL DATA
	
	
	

	Birthday:
	May 02, 1981
	
	

	Civil Status:
	Married
	
	


I hereby certify that all information given herein is to the best of my knowledge and belief, true and correct.
