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CAREER ABSTRACT / MANAGEMENT CAPABILITIES:
· A dynamic professional with experience in office & Sales.

· Competent, with excellent communication & Interpersonal skills. 

· Well-versed in computer applications. 

· Can handle pressure and can work with minimal supervision, can do multi-tasking job at any given time. 

· Exemplary ability to do the designed tasks at a highest level of excellence. 

· Outstanding capability to do a job in a multi-functioned office with frequent interruptions, unexpected changes of priorities and projects affronting short deadlines.
SUMMARY OF EXPERIENCES:
UAEtrading (TOMFORD)

Store Keeper

July 28, 2013- Present

· Receives incoming materials and tracks damages an discrepancies.

· Deliver requested materials.

· Documents all incoming and outgoing materials.
· Returns damage items.

· Ensure safe keeping both as to quality and quantity of the materials.

· Inventory. 
UPP(United Printing and Publishing)

Key Account Manager Assistant 
Jan. 20, 2013- June 2, 2013
Work Responsibilities 
· Supervise the Packing and Delivery.
· Making weekly report of orders and delivery.

· Documentation of all delivery notes.
· Cultivated and grew client relationships. 

· Assigned the tasks of handling customer complaint and implementing corrective action

· Responsible for communicating with customers on daily requirement and orders

· Identifying and selecting emergency supplies according to supply procedures and procurement specifications

· Prioritize items for dispatch as well as prepare distribution plans
· Performed any duties related to logistics and supply operations
Twinbee Print Ads Corp.

Sales Executive

Sept. 12, 2011 – Nov 12, 2012

Work Responsibilities 

· Persuading clients to buy advertising space or time 
· Finding out who controls the advertising budget in target organisations and contacting them
· Explaining the benefits of your medium, using statistics on readership or viewing figures
· Offering a price and negotiating around it
· Closing the deal and recording the details
· Cultivated and grew client relationships. 

BCG Computers, SM Mall Bacolod City
Sales Executive/ Merchandiser Retail Division 

March 20, 2011-Sep 2, 2011      

· Check availability of stock and making LPO with customer.

· Weekly meeting with purchaser and buyer to all key account.
· Ensure products are properly display visible and has a good facing.
· Invoice submission and cheque collections.

· Check price change and do update if necessary.

· Build relationship with customer and store employees and manager.

· Weekly report to sales manager regarding feedback, competitors, promotions and problems encountered   
Intellicare, Asalus Corporation

Bacolod City (Insurance Company)

Encoder (Claim’s Processor, Encoder, Verifier and Reimbursement)
Sept. 14 2008-March. 7, 2011
Work Responsibilities 

· Ensure that documents and files are maintained in accordance with requirements and Company policies and procedures
· Checks completeness of claims for both individual and group clients.
· Provides initial assessment on claims received based on fixed policies prearranged by the insurance
· Enters and uploads claims onto the system settlement dispatch
· Facilitates reprocessing of claims in discrepancies in the settlement and errors in claims processing
· Maintain interface with departmental personnel to provide information and ensure compliance with established policies and procedures

· Perform other related duties that may be assigned from time to time as required by the department.

· Attends to both individual and group clients’ complaints and queries regarding benefits, direct billing and reimbursement procedures
· Updates system for claims settlements received and arranges cover letters for 
TRAINING COURSES:

Excelasia


Feb. 16, 2009 – Feb. 27, 2009
English Training Center


FULL EDUCATION:

Tertiary



Bachelor of Science in Nursing 
2001 – 2006
Riverside College




Dr. Pablo O. Torre St. Bacolod City, Philippines

KNOWLEDGE, SKILLS AND ABILITIES:

· Computer Literate – MS Word, MS Excel, Power Point and Adobe Photoshop.
· Proficient in Internet & E-mailing System.
PERSONAL DATA:

Date of Birth
: October 15, 1984


Height

: 5’5

Place of Birth
: Bacolod City



Weight

: 57 kg

Age

: 28




Language
: English and Tagalog

Civil Status
: Single 




Citizenship
: Filipino
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