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· Over 6 years’ experience in administrative assistance and sales support roles 
· Well organized, solution provider and results oriented 
· Proactive and can work independently 
· Ability to elicit confidence and build rapport 
· Events executions (Car Display, Trainings, Plant Visits, Seminars, Meeting, Conferences & Community Events 
· Knowledgeable in import/export, transportation and warehouse processes 
· Travel coordination 
· Project management 
· Driving Skills 
· 3rdparty bidding processing 
· Skilled in MS Office (outlook, xls, doc, pdf, ppt) 
· Billing process systems, PR, Invoices and OR ( SAP, KFF & L2K) 
· Create and Audit different department processes in accordance to ISO Standards 

WORKING EXPERIENCES
Sales Support and Admin Officer
Saint-Gobain Gyproc
July 2014 – July 2015
· Coordinates, forecast and monitors orders of importer-dealers. 
· Follows-up and ensures on-time payment (letter of credit or telegraphic transfer) of importer-dealers’ orders. 
· Assists importer-dealers with damage claims and coordinate submission of damage claims to Thailand head office. 
· Records and monitors all orders including rebate status of all importer-dealers and verify against official system generated results. 
· Computes and monitors customer rebates and coordinates pay-out with Thailand head office. 
· Manage sales and market information for use in planning and generating reports. 
· Plasterboard import statistics on a quarterly basis 
· Compile Philippine construction statistics data on a quarterly basis 
· Attends, follow up, prepares minutes of weekly Philippine team meetings. 
· Provides administrative and office-based sales support to the team and, where required, to customers with regard to the following: 
· Customer coordination and Promotional materials 
· Manage procurement of office supplies & services 
· Review expense claims 
· Book hotels, flights, transportation, etc. and support inward visits from company representatives 
· Processes payments of office expenses (rental, monthly dues, utilities, etc.) 
· Sending out important memo’s. 
· Establish and participate in improving new office processes. 
· Ensure filing of business licenses and registrations in concerning government bodies. 
· Qualify and handles biding processes for 3rd party providers. (janitorial, messenger, telcom, office fit out, etc) 
IMPEX Sales Officer
Mariwasa - SCG Siam Ceramics Inc.
October  2013 – January  2014
· Handle Luxurio Brand for Ceramic Tiles and Cotto Brand for Sanitary Wares. 
· Calculate and Set Up the standard Net Price, SRP and Discounts on every SKU of Imported Tiles and Sanitary Wares. 
· Preparing brochures and other marketing paraphernalia used to boost up sales for two brands. 
· Initiating orders from suppliers overseas and monitor/ensure to arrive as per agreed timeline. 
· Negotiating the SKU prices from suppliers depending on the quantities of sales order. 
· Forecasting and monitoring of stocks flow and ordering if necessary. 
· Presentation and Generating reports on stock management, flow of incoming shipments, delivered items per month and other related concerns in our department monthly. 
Sales Coordinator
Global Airfreight International Pte. Ltd. (Singapore)
March 2011 – March 2013
· Prepares shipment quotations for customers (air, sea, 3RD party, local delivery and crating). 
· Assists assigned sales representative with his administrative requirements (e.g. processing of shipment billings and filing of documents). 
· Coordinates import, export and trucking of shipments from place of origin to destination. 
· Liaises with different overseas agents, customs, airlines, shipping lines, transpo providers and other related parties in moving the regular customers’ purchase orders. 
· Joins and participates in customer sales calls and handles project shipments. 
· Take down minutes on monthly department meetings and Document controller for BD department. 
CESA Admin Assistant/ Travel Coordinator – Bulacan Plant
Holcim Philippines Inc.
September 2008 – January 2011
· Assists CESA Department on their administrative needs. 
· Handles travel requirements such as hotel bookings, transportation needs and airfare ticketing for plant employees. 
· Facilitates department events such as seminars, meetings, trainings, plant visits and conferences. 
· Manages corporate social responsibility and administrative projects. 
· Searches and qualifies possible third party service providers and ensures submission of credible quotations. 
· Updates department action logs and submits progress report as needed by CSA Manager. 
· Updates on a monthly basis the corporate sponsorship report. 
· Monitors and updates the database on damages to property. 
· Processes suppliers and contractor billings. 
· Participate in IMS by auditing different department processes in preparation for ISO audit. 
· Managing 3RD party employees such as drivers, janitorial, ground handling maintenance and car rentals. 
· Monitor and arrange all company vehicles in terms of scheduled maintenance and renewal of vehicle licenses. 
Marketing Trainee (on the job training)
Autohub Group of Companies
December 2007 – February 2008
· Coordinates promotional materials needed for the car exhibits/displays. 
· Prepares weekly schedule of the sales consultants. 
· Searches for strategic locations to hold car exhibits/displays. 
· Negotiates the lease rates for exhibit locations and endorses to Marketing Officer for approval. 
· Processes lease payments. 
· Supervises the exhibit/display for the duration of the event. 
Part Time Barista
Starbucks Coffee (Lee Gardens – Rustans Coffee Corporation)
Feb. 2007 – Sep. 2007
· Responsible for attending to customer needs, including preparation of hot/cold drinks and pastries. 
· Conducts inventory of merchandise, coffee beans & other ingredients and other store supplies. 
· Conducts coffee taste tests. 
· Conducts daily check-up and calibration of store equipment. 
· Ensures cleanliness of dining area and store premises 

EDUCATIONAL BACKGROUND
 Master’s Degree (accumulated units) SAN BEDA COLLEGE (2009-Present) Master of Business Administration
· Tertiary 
FAR EASTERN UNIVERSITY (2004-2008)
Bachelor of Science in Commerce major in Marketing Management
