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	Objective
Highly motivated and skilled professional, seeking a satisfactory post, with an organization where demonstrated skills in the aforementioned positions can be used to promote growth. Possess exceptional ability to work under high pressure. 
-------------------------------------------------------------------------------------------------------------------------------------

Experience / Employment History
Administrative Assistant/Receptionist
   EFP Middle East, Dubai ( June 2014- September 2015)
· Provided clerical and administrative support to the office, filing and data entry. 

· Reported daily activities to manager.  

· Answered telephone calls, emails and fax. 
· Maintained reception securities, recorded all calls and visitor’s walking into office. 
· Answered visitor and walk-in clients enquiries.

· Updated appointment diaries and logbooks for scheduled meetings.  

· Arranged regular flight travel for staff and trips, coordinated with couriers on a daily basis. 

· Maintained supplies inventory by regularly checking stock to determine inventory level, anticipate needed supplies, placing and expediting orders for supplies, verifying receipt of supplies. 

· Maintained workflow by studying methods, implementing cost reduction, and developing reporting procedures.
· Supported time activities for multiple supervisors.
Customer Service/ Receptionist ( December 2011 – June 2014)
Jashanmal Company, Dubai 
· Maintained customer service level, identified and resolved customers issue. 

· Answered up to 80 calls daily, assisted with events, submitted report regularly to direct line manager.
· Raised quotations, handled customer requests, maintained good customer relation, produced reports, filed documents. 
Sales/Customer Service ( November 2008 – November 2011)
Kinokuniya Japan: International Bookstore (Dubai Mall branch)

· Collaborated with contracting merchandisers on negotiation of supplies, conduct extensive 
       material costing process. 
· Interacted with customers, clients: providing technical information on company products and services. Advised in the selection of products to various organizations such as schools, publishing companies, marketing agencies and other book / stationery suppliers.
· Organized promotional demonstration activities for home and marketing office.

· Interfaced with merchandising personnel on day-today basis.
· Controlled stock and conducted purchase procedures.
· Developed interpersonal skills of staff, allowing them to professionally co-ordinate with various clients, departments regarding material costing process.
· Managed and developed communication abilities: both oral and written of various 
       members of staff. 
· Offered assistance to various employees to function independently and as a team member, and organized them to set effective priorities; to achieve immediate and/or long term goals thus meeting operational deadlines.
· Acquired skills at cashiering and reconciling cash.
Sales Coordinator ( April 2003 – October 2008)
Kawasaki-Bajaj (Davao, Panabo City, Philippines)
· Primary responsibility was to coordinate and perform the entire quoting process for contract services and international sales.

· Oversee all quotation/proposal submittals for new equipment for the international market and all domestic and international contract services. Ensure proposals are accurately and timely prepared and followed up. 

· Responsible for reviewing contract requirements, special provisions, terms and conditions to ensure compliance with appropriate law regulations, corporate policies and division procedures. Coordinated all contract reviews through corporate office. 

· Consistently conferred with VP Sales & Marketing and VP & Controller on complex customer problems and large quotations and orders.

· Interacted regularly with customers, representatives, and company personnel in various departments, and acted as a support liaison between the sales department and other company functions. 

· Assisted as/ when required with customer inquiries, and in the obtaining of customer orders
Bachelor of Science in Computer Science, University of Mindanao: Davao, Philippines

             (1998-2003)
Maryknoll High School of Panabo City )

(1985-1998)

Computer Skills
· MS Word and MS Excel
Language Skills

· English, Tagalog
Personal Details

· Date of Birth: 17 June, 1980
· Nationality: Filipino

· Marital Status: Married
· Visa: Husband 
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