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CV NO: 1519122

Marketing Coordinator/
Administration
August 04, 1986 / Age: 29


Objective
To obtain a challenging position that allows me to utilize my current skills to assist in advancing a business that offers a stable employment opportunity. I am also eager to learn new skills and technological advancements as well as to share my knowledge.
Professional Experience
Brand Collective General Trading LLC
Importing health and beauty products
Administration
· Managing the day-to-day operations of the office 
· Organizing and maintaining files and records 
· Planning and scheduling meetings and appointments 
· Preparing and editing correspondence, reports, and presentations 
· Managing and maintaining budgets, as well as invoicing; 
· Dealing with telephone and email enquiries; 
· Creating and maintaining filing systems 
Marketing Coordinator
· Create content such as emails, social media messages and basic design. 
· Participate in planning and strategizing for inbound marketing campaign execution including content, content schedule, platforms and measurements 
· Build and manage the company’s social media profiles and presence, including Facebook, Twitter, Instagram and Wordpress 
· Create shareable content appropriate for specific networks 
to spread both our brand and our content.
· Run regular social promotions and campaigns and track their success (e.g. like and share and repost - instagram). 
· Explore new ways to engage and identify new social networks to reach our target buyers. 
· Set up website content and design. 
· Manage the online selling through website. 
· Database: creation, management and maintenance of the database, making it larger and more streamlined. 


Elite Global Sourcing Phil., Inc.
BPO
Customer Support Specialist and Quality Assurance
· I am responsible for resolving users’ inquiries, complaints as well as take notice of their suggestion in a courteous, efficient and timely manner. 
· I provide technical support to end users on game and other game related issues 
· Worked with project manager and other technical leaders to establish time tables and plan the QA implementation for the rest of the team 
· I make sure that the QA process is documented and well communicated to the team to ensure agreed quality levels before application 
· I ensure that customers‘ are satisfied to our products and services 
Playon Interactive Inc.
Online gaming publishing company
Marketing Assistant
· I write business proposals for prospect partners and develop a strategic marketing plan for a certain events or projects 
· I prepare the materials used for planning meetings as well as supporting resources like promotional merchandise. 
· Manage social media promotion and other portals to create traffic and attract more users and new customers 
· I am responsible in compiling and distributing financial and statistical information such as budget. 
· I am responisble for writing online content as well as communicating with clients. 
· I worked with the creatives team to brain-storm on new designs and concepts for company activities, upcoming projects and events. 
Quality Assurance
· I assist in planning and facilitating gaming events as well as ensuring player satisfaction by responding timely and accurately to players’ complaints and disputes. 
· I do QA and hack testing, report issues and test results to the developer as required 
· I ensure that all players adhere to gaming rules and regulations as well as analyzing feedback and suggestions from them for continuous improvements of our game and products. 
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	Education
	

	• I have the ability to use my own initiative to
	College
	

	
	take on challenges.
	
	• Philippine Women’s University 2006-2009
	

	• I am always hands-on at what I do; being cool and
	
	- Fine Arts Major in Advertising - Graduated
	

	
	calm at any situation and that keeps my mind focused.
	
	• University of Santo Tomas 2003-2006
	

	•
	I worked on strict deadlines and I always value time.
	
	- Fine Arts Major in Advertising
	

	•
	I have a lot of patience and most of the time I include
	
	
	

	
	creative aspects at work.
	High School
	

	•
	I am flexible and I alwayslook forward to learning
	
	• La Concordia College Manila 1999-2003
	

	
	new skills and aquiring knowledge for self-growth
	
	
	

	• I have excellent communication skills
	Elementary
	

	
	
	
	
	• St. Paul School, Makati 1991-1999
	

	Interests
	
	
	

	
	
	
	

	
	
	
	Reference
	

	• Online Media
	
	• Available upon request
	


· Computer / Games 
· Fashion and style 
· Arts and entertainment 
· Business and casual writing 
Skills
· Microsoft Office 
· Adobe Photoshop 
· Basic CRM 
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