OBJECTIVE
To be a part of a functional organization that involves creative work in an area which will utilize my organizational abilities, educational background, and past work experiences to best benefit the organization I work for.

To be associated with a well-established company that will provide opportunities for Career advancement.
EMPLOYEMENT HISTORY
Bataan Accessories and Garments Producers Coop.

AFAB Mariveles Bataan 
Position:             Document Processor / Document Controller
                            April 2014 – May 2015
Job Responsibilities
· Expertise in installation of various software and operating systems

· Application of Microsoft Software Ms. Words-excel, PowerPoint.
· Submitting corporate documents punctually and with quality.
· To ensure that all corporate documents are well checked and submitted on time.
· Responsible for file validation and document controlling.
VISTA RESIDENCES
Wil Tower mall
Quezon City
Position:             Business Associate / Marketing Assistant
                             June 2013 – March 2014
Job Responsibilities
· Generates 35Php Million worth of sales in two months.
· Promotion of company’s services to prospective clients.
· Perform essential tasks needed to support Wil Tower Sale and marketing through exhibits and sales kick –off.
· Taking road shows in the different places to generate sales and marketing partners.
· Prepare contract specifications.
· Closed number of sales overseas namely Australia, UAE, Singapore.
· Provide necessary materials needed per networks.
· Bring out all concerns per network to the project head.
· Give assistance and guidance to all networks. 

· Directly report to the business director.
ARABIA HORIZONS

Golden Business Tower Airport Road 

UAE

Position:
Sales Marketing Representative / Reservation Agent



October 2011 – May 2013

Job Responsibilities


· Promotion of company’s services to prospective clients.
· Demonstrates services to prospective clients and assists them in selecting those best suited to their needs.
· Develops and maintains business relationships with related service providers and identifies and compares each company’s advantages.
· Expedites the resolution of customer problems and complaints.
· Supplies management with oral and written reports on sales, staff scheduling and prepares invoices for the customers.
· Keep abreast of the company’s services and advertising activities.
· Directly reports to the Managing Director.
SAGA WORLD                                               
                                     

Umm Suqeimm 1, Jumeirah 3

UAE

Position:

  Receptionist cum Sales Agent
 
  October 2008 – September 2011

Job Responsibilities

· Assists in the implementation of Sales and Marketing activities to ensure optimization of services.
· Helps in the implementation of marketing strategies that would contribute to the achievement of the main direction of the company in attaining / maintaining annual targets.
· Helps in customer relationship building and retention and account management.
Asia Pacific Express Corp (APEX) PHILIPPINES

 Philippines

Asia Pacific Express Corp. is a cargo forwarding service provider. It provides a wide-range of express, logistics and mail services from deliveries of domestic sea freight loose cargo and full container loads to international shipment of documents and parcels.
Position

 Document Processor



 January 2005 – December 2007

Job Responsibilities

· Assists in guiding goods through customs, prepares and submits documents, determines tariff and duty payments, tracks shipments and uses the tariff coding system to classify shipments.
· Helps importers and exporters (client) understand and meet the rules and regulations put in place by the national government with regards to the trade industry.
EDUCATION ATTAINMENT
College:                              COMPUTER PROGRAMMER

                                             Philippine women’s university

                                             Philippines

                                             SY 2002 – 2004
Vocational:                          BS Electronics Communication and Engineer
                                              New Era University

                                              Philippines

TRAINING AND CERTIFICATE SKILLS
Computer System Servicing

Tesda Regional NS-II

Mariveles Bataan Philippines

May 2015 – August 2015

Top Business Associate 

WIL tower Eugenio Philippines

October 2013 – December 2013

Application of Microsoft Software

Conducted by MIS Personnel of Pasig City Government

Philippines

November 2000 – March 2011
PERSONAL DATA

Date of Birth           :     September 11, 1985
Place of Birth          :     Philippines
Citizenship               :     Filipino

Status                       :     Single
Religion                    :     Islam 
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