[image: image1.jpg]


Gulfjobseeker.com CV No: 1459200
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
ADMINISTRATIVE ASSISTANT/ MARKETING COORDIN ATOR
I am 26 y ears old born on January 0 1, 1989, single, female and seeking a fulfilling position in the ind ustry that offers growth opp ortunities and allows me in utilizing the skills and experience I have.
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EXPERIENCE
RADIOWE ALTH FINANCE COMPANY, INC. – MARKETING COORDINATOR: 2 012‐2015 Coordinate with suppliers, partners, and relevan t department for project activities; Providing
administrative support to the Marketing team; Assisting with event planning; Establishes and maintains record keeping and filing systems; Classifies, sorts and files c orrespondence, records and other documents; Prepares marketing collaterals & receives and disseminate marketing doc uments; Arranges marketin g logistics‐sch eduling, arrangement of meetings, trainings and seminars for p artners, internal and external clients; Validate and Prepare Agents Commission
FTI CONSULTING INC. ‐ ACCOUNTIN G ASSISTANT: 2010‐2012
Prepare Payment Requests for the disbursements; Scanned Signed Payme nt Requests; Monitor Payment Requests; Update Pay ment Tracking Log including the summary of the Payment Request without issuance of checks; Create Transmittals for service provider (Real Propert y Tax and Broker’s Commission); Attach received checks for corresponding Payment Request; Prepare macro files for the approved Payment Requests; Prepare Collection Transmittals and Acknow ledgment Receipt; Update Collection Report
EDUCA TIONAL BACKGROUN D
RIZAL TECHNOLOGICAL UNIVERSITY
Bachelor of Science in Business Ad ministration ‐ Major in Marketing ‐ 2006 ‐ 2010
OUR LAD Y OF CAYSAS AY ACADEMY
Secondary ‐ 2002‐200 6
OUR LAD Y OF CAYSAS AY ACADEMY
Primary ‐ 1996‐2002
REFERENCES
RADIOWE ALTH FINANCE COMPANY, INC. ‐ Mr. Christopher T. Chiong ‐ Operations Sup port Services Manager‐ Tel no. +6325714401 loc. 713
RADIOWE ALTH FINANCE COMPANY, INC ‐ Ms. M aria Elena Cruz ‐ Marketi ng Manager ‐ Tel no. +6325714 401 loc. 713
SKILLS
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Oral Co mmunication Written Co mmunication
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Microsoft Office
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