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	| 25 years old |

	
	Experience
	6 years
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	Experience

	Sep 2014 - Present

Feb 2013 - Jul 2014
(1 year 5 months )
	Sales & Marketing Executive 

Ikon Solutions Asia, Inc. | Makati, Philippines
•
 Responsible for acquiring new clients through research on existing and new markets where the company can supply manpower to.
•                          Responsible for planning and implementing marketing plans for the company. 

•                          Identify and establish connections with new projects in the Middle East and SE Asia.

•                          Initiate communication with clients through email and phone.

•                          Pre-qualify prospective clients

•                          Conduct fee negotiation with prospective clients 

•                          Maintain and update database of clients

•                          Prepare outgoing emails to prospective clients

•                          Review agreement and prepares documents for clients accreditation

•                          Works closely with recruitment team
Business Development Executive
Benchmark Email | Makati, Philippines

	 
	•
Performed business development and building the company’s market position in the Philippines.
•
Developed new business relationships and deals
•
Followed-up on internal and external leads via phone, email, chat and in person.
•
Close prospect leads into paid clients through remote and on-site sales presentation. 
•
Managed accounts in the Philippine market. 
•
Participated in various trade shows and network groups and represented the company as brand ambassador.

•                         Reporting to Business Development Director 

	 
	 
	 

	Apr 2009 - Feb 2013
(3 years 10 months )
	Database & Marketing Officer
Ikon Solutions Asia Inc. | Makati, Philippines

	 
	As Marketing Assistant

•
Carried out market research, competitor & customer surveys.
•
Carried out research on market developments in the Middle East and Asia. 
•
Maintained & developed database of clients. 
•
Developed different ideas and marketing strategies to promote the services of the company. 
•
Maintained the database of active & prospective clients in different countries.
•
Maintained reports on how many clients are active, prospective and lead. 
•
Send letters to clients & make cold calls. 
•
Maintained a database of emails to send monthly newsletter. 
•
Reporting to the Managing Director


As Database Officer


•
Maintain the database of candidates and clients using an interactive recruitment system.
•
Checked the accuracy of the resumes encoded in the system & madevsure the encoders encodes the qualified candidates.
•
With the construction of the database system, I assisted in analyzing the things to add/ remove in the system, things that need to prioritize in the project, reports that need to include in the database.
•
Made sure the system is running smoothly & perfectly. Reports to the programmer once encountered problem in the system. 
•
Acted as system analyst 
•
Reporting to the Operations Manager

As Recruitment  Assistant

•
Provided general administrative support to recruitment department

•                         Preformed routine clerical duties including processing of mail, filing, photocopying, faxing, data entry, scheduling of meetings related to recruitment procedures.

•                         Assisted in sourcing, screening and interviewing qualified candidates.

•                         Participated in various recruitment activities like jobs fairs and client interviews.



	
	 
	 

	Education

	2009
	Navotas Polytechnic College
Associate in Computer and Network Technology | Philippines

	 
	 
	 

	2006
	Baco Catholic School
High School Diploma in High School | Philippines


	Trainings / Seminars 

	2013
	Effective Communications and Human Relations 
Dale Carnegie Training Philippines 

	 
	 
	 

	2013
	Sales &  Marketing Professional Summit
Indu Inferentia Management Philippines



	 
	 
	 

	Skills

	Intermediate
	Market Research, Marketing And Business Development, Sales, Support, PC And Network Troubleshooting, Recruitment And Selection, Email Marketing, Social Media Marketing, Customer Relationship Management

	Basic
	Presentation Skills, Search Engine Optimization

	 
	 
	 

	Languages

	English
Tagalog 
	   
  


	Personal Information

	Gender

Birthday

Age

Sex

Civil Status

Height

Weight

Nationality

Religion


	Female

July 26, 1989
26 
Female

Single

152cm

42kg

Filipino
Catholic


	 
	 
	 


