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CAREER OBJECTIVE
To obtain a position wherein I can utilize my people-oriented skills where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company.
To further develop my ability to stimulate and motivate a productive sales force to maximize the company’s sales objectives and promote a positive work environment, increase profitability, and enhance growth.

SUMMARY OF QUALIFICATIONS
· A versatile and skilled sales professional with outstanding interpersonal, communications, support and management skills, 
· Exceptional leadership qualities and hands-on experience in developing and improving sales related operations. 
· Provides excellent customer service, exhibits professional demeanor, performance driven, aggressive and fast learner. 
· Remarkable entrepreneurial spirit, team leadership, organization and planning that creates a culture of openness and continuous improvement for a high-energy, motivated team.
· Proficient in Microsoft Based Applications (Word, Excel, Access and PowerPoint); Knowledgeable in computer and  adaptable to any kind  of software.
· General experience in leadership mentoring, planning& analyzing, transaction ability, multi task performance, capable of working independently or as part of a team.

PERSONAL INFORMATION
Age: 


 24 Years old
Sex: 


Female
Height:


 5’0”
Weight:

 43 kilograms
Date of Birth: 

April 03, 1991
Place of Birth: 

San Antonio Cuyapo, Nueva Ecija
Civil status:
 
Single
Languages: 

Tagalog, English
Nationality:

 Filipino
Religion: 

I.N.C

EDUCATION

S.Y 2011 – 2013

St.Adeline Datamex Institute of Computer Technology

Associate of Information Technology
S.Y 2008 – 2009

Bulacan State University   (Sarmiento Campus CSJDM, Bulacan)
General Engineering

S.Y 2003 - 2007

Prenza National High School (Marilao, Bulacan)





Secondary Level

S.Y 1997 - 2003

Prenza Elementary School   (Marilao ,Bulacan)





Elementary Level
WORK EXPERIENCE
REACH OUT REALTY INCORPORATED



  Mindanao Ave. Quezon City
(marketing of Fortune Star Construction and development Corporation.)
Secretary

September 2009 – January 2010
DUTIES / RESPONSIBILITIES

· Assist with marketing and promotional activities regarding to housing projects ensuring they are appropriate, innovative and Effective.
· Coordinates and gets involved in closings and signing of agreement in construction site office.

· Collecting other important documents from the client.
Document Controller

· Maintain and organize  project  electronic document systems’ filing and records for easy retrieval and proper documentation within the corporate guidelines.
· Review and analyze the document submitted by the client.
· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Document classification, sorting, filing, archiving and retrieval of document in 
accordance to project document indexing and filing system.
· Maintain updated records of all approved documents and Ensures proper safekeeping of document and good quality of work output.
 PRINCESS STEFANIE MEGAMUSIC STUDIO & TUTORIAL CENTER        Meycauayan,Bulacan
(Music tutorial center)

Administrative Assistant
April 2010 – August 31, 2015

DUTIES / RESPONSIBILITIES

· Responsible for all administrative activities, including doing records ,document storage, and perform data entry into computer.
· Provide excellent customer service.
· Assist visitors ,students ,teachers & staff.
· Responsible for handling event promotions
· Provide training  on new members
· Analyze the market passion  to achieve maximum sales
· Answer telephone and direct inquiries
· Perform front desk reception within high volume environment

I hereby notify the above mention are true and correct to the best of my knowledge and belief.


