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EDUCATIONAL BACKGROUND
▪
1999 – 2003
Bachelor of Arts Major in Philosophy
University of San Carlos, CebuCity
Seminary of the Passion of Christ (Passionist)
Cebu City, Philippines
▪
2004 – 2005
College of Education
Notre Dame of MarbelUniversity
KoronadalCity, South Cotabato
Philippines
PERSONAL DATA
Age
: 31
Date of Birth
: August 24, 1982
Gender
: Male
Nationality
: Filipino
PROFESSIONAL SUMMARY
A MULTI-TASKING oriented professional, with 10 years collective work experiences. Substantially trained and equipped towards employing in a multifaceted working condition with knowledge and practical experience on PURCHASING/SELLING/, INVOICING/ BILLING, LOAN PROCESSING and DOCUMENT CONTROLLING activities.
WORK EXPERIENCE: (see job description/ scope below)
· Citibank Telesales/Telemarketing/ Citiphone Officer/Customer Service Representative 
· Salesman 1 
· Loan Processor 
· Marketing Officer 
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· Branch Manager 
· Executive Secretary (to the Cooperative Board of Directors) 
· Document Controller 
SKILLS/ CHARACTER TRAITS
· Knowledgeable in MS Office (Word / Excel/ Power Point) applications 
· With Valid UAE Driver’s License 
· Coordinating skills 
· Work-Oriented 
· Multi-tasking 
PROFESSIONAL EXPERIENCE
CITIBANK, UAE
Al Wasl Branch
Dubai, United Arab Emirates
October 26, 2014 – Present
1. A. TELESALES REPRESENTATIVE – ADVANCE LOAN ON PHONE (ALOP) 
· Achieving the budgeted sales target by contacting existing customers to attempt to sell products or services over the phone 
· Increase sales by selling loan over the phone - over and above the customer’s credit limit 
· Contacts existing customers to present the features and benefits of the product. 
· Checking and reviewing customers eligibility of the product before calling 
· Checking and reviewing documents sent by customers before processing the loan application 
· Checking on the database to identify customers who have bought a product in the past or prospects whose profiles indicate that they are likely to buy. 
· Provides answers to common objections of the customers that contacts might have raised. 
· Book and process loan applications over the phone and send the request to loans department for ap-proval 
B. TELESALES REPRESENTATIVE – LOAN ON PHONE (LOP)
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· Achieving the budgeted sales target by contacting existing customers to attempt to sell products or services over the phone 
· Increase sales by selling loan over the phone based on customer’s available credit limit 
· Contacts existing customers to present the features and benefits of the product. 
· Checking and reviewing customers eligibility on the database before selling the product 
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· Checking on the database to identify customers who have bought a product in the past or prospects whose profiles indicate that they are likely to buy. 
· Provides answers to common objections of the customers that contacts might raise. 
· Book and process loan applications over the phone and send the request to loans department for ap-proval 
C. CITIPHONE OFFICER/CUSTOMER SERVICE REPRESENTATIVE
· Assisting customers by answering product and service questions; suggesting information about other products and services. 
· Opens customer accounts by recording account information. 
· Maintains customer records by updating account information. 
· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution. 
· Maintains financial accounts by processing customer adjustments. 
· Recommends potential products or services to management by collecting customer information and analyzing customer needs. 
· Prepares product or service reports by collecting and analyzing customer information. 
· Contributes to team effort by accomplishing related results as needed. 
ALMARAI COMPANY LTD.
Riyadh, Kingdom of Saudi Arabia
November 15, 2011 – November 15, 2013
2. SALESMAN 1 
Core Purpose of Job: 
To deliver the targeted volume and margin of all Almarai product range in his route by achieving the right product distribution and ensuring good customer service in the most efficient manner adhering strictly to company trade, quality, and safety policies
Job Specification:
· Achieving budgeted sales margin by distributing the right products and quantities to the right shop category at the right time and use of shop sell out system while controlling the wastage within the budgeted level. 
· Meeting the market demand consistently by forecasting and producing accurate final orders. 
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· Achieving distribution targets as per the portfolio in all trade channels and sub channels by closely monitoring the progress on a daily basis using SARAS reports during session endorsement with Su-pervisor. 
· Ensuring product quality and freshness at any point of time by adhering to Date Code Policy, Correct Product Handling and Cold Chain Management practices by reporting any customer product com-plaints immediately to his Sales Supervisor. 
· Maintaining of credit accounts within agreed cut off limits by adhering to company’s Credit Control Policy. 
· Reviewing daily sales performance and market changes with his Sales Supervisor by actively partic-ipating in the day-end review. 
· Developing customer relationship through timely, adequate and courteous service and resolving cus-tomer complaints with the help of his Sales Supervisor. 
· Maximizing product sell out by making use of available merchandising resources and by applying recommended Almarai merchandising practices and standards. 
· Ensuring that successful in-store promotions are conducted in his shops by planning in advance and working closely with the merchandising team and his Sales Supervisor. 
· Ensuring accurate stock movement by verifying receipts and delivery of stocks with the Stock Con-troller and shopkeepers respectively. 
· Projecting a positive company image by maintaining high standards of sales ethics and acceptable level of personal grooming and hygiene. 
· Ensuring optimum use of company equipments (like sales van, HHT & printer, fridges) by adhering to recommended procedures and practices and reports any problems that arise from usage to the Workshop Supervisor and his Sales Supervisor. 
· Exploring and developing new business in his route while continuously assessing sales performance of the existing customers to improve service level. 
· Practicing safe/ defensive driving by following rules of the road while ensuring adherence to all company safety practices and policies. 
PHILPLANS FIRST INC.
Makati City, Manila, Philippines
June 14, 2011 - November 14, 2011
3. LOAN PROCESSOR Job Specification: 
· Develops loan applications by evaluating applicant information and documentation. 
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· Evaluates loan applications and documentation by confirming credit worthiness. 
· Improves loan applications and documentation by informing applicant of additional require-ments. 
· Rejects loans by explaining deficiencies to applicants. 
· Approves loans by issuing checks or forwarding applications to loan committee. 
· Maintains customer confidence by keeping loan information confidential. 
NOTRE DAME OF MARBELUNIVERSITY DEVELOPEMENT COOPERATIVE
KoronadalCity, South Cotabato
Philippines
November 17, 2008- April 30, 2011
4. MARKETING OFFICER Job Specification: 
· Responsible for developing and maintaining marketing strategies to meet agreed cooperative objec-tives 
· Evaluate customer research, market conditions, competitor data and implement marketing plan alter-ations as needed 
· Oversee all marketing, advertising, and promotional staff and activities 
· Responsible for the marketing of cooperative products and services to the right market 
· Demonstrate marketing and company product knowledge 
· Develop annual marketing plan in conjunction with the cooperative products and services 
· Budget management – to deliver all marketing activity within the agreed budget 
· Conduct market research in order to identify market requirements for current and future products 
· Analyze potential strategic partner relationships for product lines 
· Submit reports required in relation to its function 
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JOINT VENTURE COOPERATIVE
AQUA DE CALIDAD WATER PURIFICATION AND REFILLING STATION
KoronadalCity, South Cotabato
Philippines
December 01, 2007 – August 31, 2008
5. BRANCH MANAGER 
Core Purpose of Job: 
To direct, promote, and coordinate operations in a manner that will optimize the cooperative’s market share and savings, improve the cooperative’s efficiency, help achieve the cooperative’s mission and goals, and result in outstanding customer service. 
Job Specification: 
· Supervising, marketing, profitability and sales, reporting, purchasing, resale pricing, inventory, ser-vice, maintenance, and other duties as assigned by the general manager. 
· Maintain a positive attitude that promotes team work within the cooperative and a favorable image of the cooperative. 
· Establishing and communicating department goals and results to employees, staffing the department and delegating the workload, actively supporting employee growth, and upholding cooperative poli-cies 
· Developing and implementing an annual marketing plan, directing branch marketing activities, and developing an annual sales and promotion program. 
· Establish an advertising expense budget at the beginning of each year; review with and get manager’s approval 
· Establishing and achieving branch profitability goals and increasing the branch’s market share through regular sales efforts. 
· Establish and achieve the profitability and sales goals identified in the annual budget 
· Increase market share through regular sales efforts 
· Review sales reports monthly with department employees 
· Review daily reports with salespeople weekly and forward the reports to the general manager 
· Submit sales call recap monthly to management 
· Submit daily invoices and sales recaps to management daily with no errors or discrepancies 
· Turn in all product receipts and supporting materials to management daily 
· Purchasing products for resale. 
	
	

	
	


JOINT VENTURE COOPERATIVE
KoronadalCity, South Cotabato
Philippines
August 25, 2004 – November 30, 2007
6. BOARD SECRETARY 
Office of the Board of Directors 
Job Specification:
· In-charge in the transcription/ preparation of minutes and attendance of the BOD and mem-bers 
· In-charge in the making of Board Resolutions and drafting of policies 
· In-charge in the preparation of the proposed Annual Budget of the Board of Directors 
· Assists in the preparation of honorariums/per diems and other monetary remunerations of the Board of Directors 
· Prepares pertinent documents for the board meeting 
· In-charge in archiving documents 
· In-charge in releasing of Dividends to the BOD and its members 
JOINT VENTURE COOPERATIVE
KoronadalCity, South Cotabato
Philippines
August 25, 2004 – November 30, 2007
7. DOCUMENT CONTROLLER/OFFICE CLERK Job Specification: 
· Maintains and manages all important documents that is easily accessible and stored 
· Maintains updated records of all approved documents under safe custody 
· Maintains the files and control logs as required by the project 
· Maintains the documents and drawingsunder safe custody without any damage or deterioration with easy traceability. 
· Responsible in handling and organizing various documents and files of the company 
· Keeping alldocuments orderly, complete and categorized for easyaccessibility to specific records and projects. 
· Reviews each document for conformity and accuracy 
	
	

	
	


· Ensures delivery and receipt of all documents by deadlines 
· All incoming letter to be entered in logbook and their reply reference shall betraceable. 
· All outgoing documents shall be logged 
· Ensure that the procedures of the control of document and the control of recordsare fully followed. 
	
	

	
	


	
	

	
	


