







Birth date: March 5, 1987






Civil Status: Single






Citizenship: Filipino






Language: English, Filipino

CAREER

OBJECTIVE



SUMMARY OF

QUALIFICATIONS

To be able to work in a company where my knowledge, skills, patience, dedication and hard work will lead to responsible position and opportunity for continued career and professional growth.
· Outstanding leader

· Possess excellent communication and interpersonal skills 

· Knowledge in Microsoft Office Suite
(Excel, PowerPoint, Word)

· Skilled at interacting with customers of all socioeconomic backgrounds

· Strong Adaptability and Administrative Skills 

· Sales and Marketing expert

· Capacity to multi-task under pressure

· Strong skills in organizing workflow, ideas, materials, people

· Self-motivated; able to learn on own initiative


EDUCATIONAL

BACKGROUND

Bachelor of Science in Statistics

University of the Philippines - Los Baños

Philippines


WORK

EXPERIENCE

AL FARA’A GROUP – SEMCO
Position: Personal Assistant to General Manager & 

Sr. Contracts & Commercial Manager – (June 2015 – Present)

· Handling schedules and affairs of the General Manager
· Organizing and attending meetings and ensuring the manager is well prepared for meetings
· Preparing presentations (business plan, technical proposal, sales financial report, CTC report)
· Attending press conferences and events

· Organize, maintain office and personal files

· Manage office travel arrangements (visas, hotels and flight bookings)

· Ensuring that all clients’ documents/details are complete and updated

· Collating clients’ list for sales purposes

· Assisting Sales Team in getting prospects

· Attending client meetings

· Responsible for attending phone calls and keeps a log for every email, filings, documentation and calls.

· Preparing back up that may be done either electronically or through extra hard copies of different documents.

· Preparation of task list and reviewing it in line with the time line specified in advance.

· Updating and maintaining of contract and commercial files
· Preparing, maintaining, submitting and filing of critical correspondences/letters

· Maintaining all the Payment Applications, Certifications and details both electronically and through hard copies
· Recording Collection Forecast from Project Managers

· Follow up payments through emails and phone calls
· Maintaining and preparing Target vs Actual Collection reports (weekly, monthly, quarterly and annually)

· Maintaining, tracking and filing of PDC/CDC, Subcontractor Payment Certificate and Subcontractor Payment request

· Recording and maintaining petty cash claims

· Maintaining Project-wise to-do list


CITY SERVICES CONSULTANCY LLC.

PO Box 89035, Deira, Dubai, UAE

Position: Personal/Administrative Assistant to the CEO – (May 2014 – March 2015)

· Handling schedules and affairs of the Managing Director

· Organizing and attending meetings and ensuring the manager is well prepared for meetings

· Attending press conferences and events

· Processing of legal documents for the company: License and Permits processing, Visa Processing and others

· Manage office operations (including permits, office lease and licenses)

· Organize, maintain office and personal files

· Manage office travel arrangements (visas, hotels and flight bookings)

· Ensuring that all employees and clients documents/details are complete and updated

· Collating clients’ list for sales purposes

· Assisting Sales Team in getting prospects

· Attending client meetings

· Responsible for attending phone calls and keeps a log for every email, filings, documentation and calls.

· Preparing back up that may be done either electronically or through extra hard copies of different documents.

· Preparation of task list and reviewing it in line with the time line specified in advance.


ETISALAT JEBEL ALI DATA CENTER (JADC)

PACIFIC CONTROLS CLOUD SERVICES FZE (Jan 2012 – May 2014)

Position:   Business Development & Sales Lead–(Jan 2013–May 2014)

· Acquires new customers from an assigned geography, and/or a set of names prospects

· Sells a subset of company products and services to assigned opportunities.

· Manages new customers’ implementation by directing company implementation resources and by managing customers’ expectations and satisfaction with the implementation process

· Assist other sales and services resources when called upon by the Field Sales Manager

· Completes required training and development objectives within the assigned time frame

· Present and resell company product and services to current and potential customers

· Making outgoing and receiving calls regarding the services from current and potential customers

· Creating Solution Design for Colocation and Proposal/Quotation for Cloud Services

· Analyze RFI/RFQ/RFP

· Prepare and maintain BoQ

· Organizing emails and documents of current and potential customers

· Schedule/ Plan client visits and follow up inquiries and tender status

· Meeting clients to discuss the services and their requirements

· Preparing reports and dashboards showing the projected and actual revenue

· Presentation of the services during client visit

· Performs other tasks assigned by the Manager

Position:   Customer Service Executive (Facility Management)–(Jan 2012 –Jan 2013)

· Monitor, maintain, control and analyze real time data from facilities’ electromechanical equipment and customer’s machine

· Monitor and maintain data center systems to ensure requested information can be compiled in a timely manner, reporting failures and problems real time

· Mapping points in Niagara and Galaxy

· Editing dashboards and charts for the equipment

· Dealing and assisting clients and vendors in accessing the escorted areas

· Performing preventive maintenance for all the electromechanical equipment of the whole facility

· Routine checking to maintain energy efficiency as well as to ensure that everything is in place and all equipment are running fine

· Compiling of all the documents needed

· Testing building security systems and prepare for emergencies by creating action plans

· Ensuring that all building, environmental and other specifications are met




VISION X GLOBAL HOLDINGS, BV
Full Time Employee – (April 2010 – January 2012)

Position:   Assistant Team Leader: TeleSales (Aug 2011 –Jan 2012)

· Taking escalation calls from agents

· Providing support and superior services via phones and e-mails as a receiver and caller

· Displaying time flexibility towards shifts as per work floor requirements.

· Ensuring individual agents are performing against targets, reviewing their performance and coaching/training them to do so

· Meeting with Team Leader/Manager both to provide feedback and to receive instructions or actions

· Responsible for keeping the agents informed of what is happening in the center and anything that may impact on the agents on behalf of the Team Leader

· Motivate, lead and coach the team as per Team Leader’s instruction

· Developing their skills and my career in a lively team atmosphere

· Speaking with different customers with different needs, preferences and backgrounds

· Providing latest promotions and offer based on customer’s needs

· Upselling products and services

· Organizing and hosting programs within the department for recognition/celebration

· Maintaining pleasant work environment among all the agents


Position:    Call Center Agent: Customer Service Representative (Apr 2010 –Aug 2011)

· Responsible for answering the queries of the customers in case of help and support to satisfy customer and maintain good image for the company.

· Acting as a sales representative on the part of the manufacturer or the service provider on other duties that may be assigned by the immediate supervisors    

· Providing customers with product and service information

· Understanding the customer’s concern and provide solution

· Transferring customer calls to appropriate staff/department if necessary

· Identifying, researching and resolving customer’s issue using web based applications

· Following-up on customer inquiries not immediately resolved.

· Completing call logs and reports

· Recommend process improvements

Telus International Philippines
Full Time Employee – (April 2008 to May 2009)

Position:    Call Center Agent: Customer Service Representative (Dell Financial Services)

· Answer phones and respond to customer requests

· Handles special telephone task like call transfers, taking messages, callback, holds, interruptions and understand the impact of attitude in handling calls professionally

· Responsible for answering the queries of the customers in case of help and support to satisfy customer and maintain good image for the company.

· Provide customers with product and service information

· Complete call logs and reports

· Research billing issues and providing adjustments based on company’s guidelines

· Research misapplied payments change billing dates and other customer account changes upon request

OVERALL
ACHIEVEMENTS

WORK
REFERENCE
· Top Agent (Customer Service Representative) – 

 Oct 2008-Jan 2009

· Top Seller/Agent –Aug 2011-Jan 2012

· Instructor –Dance Fitness (Bodyworx)

· Silver Medalist (Self-Defense Recital) – 

College Level, 2005

· Pioneer Member (Wyre Underground Dance Group) - College Level
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