OBJECTIVE:
To be given a chance to be a part of your prestigious company, in which I can  enhance my knowledge and contribute success  to the team, by sharing my personal  skills, technical abilities and practical experience with utmost sincerity.
WORK BACKGROUND & EXPERIENCE:
Biotechnology International L.L.C.

Sales Coordinator

March 2015-September 2015
· Support work of the Managing Director and Sales Manager.

· Resolve day to day administrative and operational tasks.

· Correspondence function.

· Prepare and answer mails.

· In charge with the preparation of quotation, Invoicing and customer follow-up.

· Maintains good sales.

· Promotes company’s lines of product to prospective clients.

· Ensure that the customer is well attended and satisfied.

· Develop and maintain good relationship to customer, co-employees and management.

· Arrange the facilities client’s requirements for proposal.

· Respond to Internal and External request as advised by the Management Team.

Al Badiya General Trading LLC
Sales Coordinator

July 2014 to December 2014
· Support work of the Managing Director and Sales Manager.

· Resolve day to day administrative and operational tasks.

· Correspondence function.

· Prepare and answer mails.

· In charge with the preparation of quotation, Invoicing and customer follow-up.

· Maintains good sales.

· Promotes company’s lines of product to prospective clients.

· Ensure that the customer is well attended and satisfied.

· Develop and maintain good relationship to customer, co-employees and management.
SPLENDOR HOTEL APARTMENTS 
RECEPTIONIST CUM SECRETARY/CUSTOMER SERVICE

September 28, 2010 up to July 2014
· Responsible for the preparation for the opening of the Hotel

· Tidy and maintain the reception area

· Responsible for the telephone calls (incoming calls & outgoing calls).

· Responsible booking and reservation of guest rooms.

· Responsible of screening all the phone calls and make note of all the important messages for the concern persons.

· Receive and sort mail and deliveries

· Sorting incoming faxes and mails then forwarding to the respective recipient. Keeping track report of all incoming faxes.

· Responsible for performing night Audit counting & checking for the cash float of the day.

· Check in, checking out, Service billing and guest payout.

· Responsible for filling Dubai Department for Tourism and commerce Marketing revenue/guest arrivals.

· Filled Police report and filled the New DTCM Revenue/Guest list.

NATIONAL TRADING & DEV. EST.

 Sales Coordinator/Data Entry Operator


  August 2002 up to July 29, 2010
· Ensures that all orders for invoicing are processed at the end of the day
· Prepares monthly report for total invoices and promotional goods used

· Prepares invoices for special customers of the directors

· Responsible for checking unprinted, deleted and cancelled invoices

· Coordinates with the Directors regarding price schemes or invoice inquiries

· Coordinates with other EDP users 

· Coordinates with Accounts Department for customer related issues 

· Receiving a call from the customer/shop
· Duties and Responsibilities
· Coordinates with the shop in charge
SMOKERS CENTRE BRANCH

TOBACCO-SALES – NTDE –Smokers Centre-

June 2002 to July 2002

· Selling all the tobacco products of Smokers Centre

· Keeping the store  neat @ presentable

· Doing the monthly reports

· Handling Cash register

PRINTSHOPPE COMPUTER SHOP

Asst   Secretary/ Receptionist
          April 2001 up to April 2002

· Duties and Responsibilities
· Receiving a calls from the customer 

· Corresponded with customers, incoming calls and outgoing calls
Receptionist
· Answers the telephone (8 lines); provides information; takes and relays messages and/or direct calls to appropriate personnel; return calls as necessary.

· Sorting incoming faxes and mails then forwarding to the respective recipient. Keeping track report of all incoming faxes.

· Provide information to callers

· Greets visitor, ascertains nature of business, assist and/or direct visitors to appropriate person.

· Preparing of gate passes for customers, applicants and service providers.

· Deal with queries from the public and customers

· Ensures knowledge of staff movements in and out of organization

· Handles attendance of company staffs (approx. 100 employees) which includes timekeeping.

· Receive and sort mail and deliveries

· Tidy and maintain the reception area

· Checking and negotiating on quotations for all the requirements of the company (like pantry, stationeries, furniture, computers, etc.)
EDUCATION BACKGROUND
Primary:
BALOGANON MASINLOC ZAMBALES



1992

Secondary:
SAN ANDRES HIGH SCHOL


1998

Tertiary:
MICRO ASIA COLLEGE SCIENCE AND TECHNOLGY


1998 -2001

FACE:

ICDL CORE ADVANCE 



With Certificate 

PERSONAL INFORMATION

Birthday

:
September 15, 1980

Citizenship

:
Filipino

Civil Status

:
Single

Sex


:
Female

Language Spoken
:

Tagalog English

Computer Skills

:
knowledge of MS Office, MS Word, MS Excel, and ORION                        Database
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