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	Date of Birth:
	August 18, 1992

	Civil Status:
	Single

	Nationality:
	Filipino


OBJECTIVE
To obtain a challenging career with the company that enhances interpersonal skills and offers growth opportunity for competent highly driven individuals.
Highly versatile and result oriented executive management professional with 4 years of diverse & cross functional experience. I got an extensive experience in a fast paced environment supporting colleagues and managers. The sequential improvement of my career taught and molded me to have strong technical and non-technical skills. I recently worked as
Executive Assistant to the Sales Operating Manager of First Gulf Bank (the popular bank with highly motivated retail sales representatives). Executive Assistant to the Managing Director having great experience in working with a big flow of events and tours in Alexa Travel and Tours. I am continually seeking for a career path where I can apply all my knowledge and my excellent communication skills, and therefore, be a part of a great and successful organization that offers rewards on merit.
WORK EXPERIENCES
First Gulf Bank
Sales Office, Electra Street, Abu Dhabi
Executive Assistant to the OM (February 2014-November 2015)
· Management of the Reception & Administration Area 
· Fulfill duties delegated by the Sales Operating Manager. 
· Attend and preside over meetings 
· Writing up accurate and grammatically correct sales correspondence. 
· Tracking sales orders to ensure that they are scheduled and sent out on time. 
· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents. 
· Coordinate schedules, appointments, reservations and travel arrangements. Also compiles, transcribes, and distribute minutes of meetings. 
· Perform schedule monitoring and updating of project schedule, preparation of progress reports with commitments & forecasts. 
· Completing the administrative needs of the Sales Department. 


Alexa Travel and Tours, Inc.
Malate, Manila, Philippines
Executive Assistant to the Managing Director (January 2012- January 2014)
· Represent the organization to the public, key stakeholders & business partner. 
· Create presentations for meetings. 
· Assist the Account Administrative/Department in record, filing and distribution of project documents. 
· Coordinate schedules, appointments, reservations and travel arrangements. Also compiles, transcribes, and distribute minutes of meetings for the MD. 
· Perform schedule monitoring and updating of project schedule, preparation of progress reports with commitments & forecasts. 
· Compile and maintain control records and related files to release blueprints, drawings, and engineering documents to manufacturing and other operating departments: Examine documents, such as blueprints, drawings, change orders, and specifications to verify completeness and accuracy of data. 
· Prepare all letters, memos, transmittals, concurrence forms and weekly/monthly reports and maintain the flow of documentation in the absence of the Account Manager 
QUALIFICATION SUMMARY
· Sales and Marketing 
· Customer service 
· Exceptional interpersonal communication skills, both written and verbal. 
· Able to do troubleshooting for networking, hardware, software and security issue. 
· Demonstrated ability to handle confidential information appropriately. 
· Familiar with standard PC applications, e.g. Microsoft products, email clients, etc. 
· Completed customer service training to learn ways to enhance clients/customer satisfaction and improve productivity. 
· Well-built relationships with directors, clients/customers, staff and colleagues, guests and team organizers. 
· Strong ability to effectively multi-task in a fast-paced office environment 
· Experienced in customer service, product and teaching trainings and warranty claims 
· Motivated towards achieving set goals and deadlines in a timely manner 
· Proven ability to effectively collaborate with internal team, cross-functional team, and external parties in a rapidly growing environment 
· Professional and energetic work attitude 


KEY SKILLS
Systems knowledge
· Computer and internet savvy 
· Proficient on Windows applications such as MS Word, MS PowerPoint, MS Access, MS Excel, etc. 
· Proficient in using MS Excel to tracking and update day to day job summary. 
Planning and organizing
· Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner 
Sales and Customer Service
· Highly trained sales and customer care specialist. Strong background on sales revenue delivery and customer service methodologies. 
Communication
· Deals with internal and external customers at all levels via telephone and email, to ensure successful communication via active listening and probing questions. 
Problem solving
· Resolves in-depth queries in a methodical manner independently and with internal and external business partners to find appropriate resolutions, efficiencies and high level of quality 
Team Player
· Enjoys sharing knowledge and encouraging development of others to achieve specific team goals. 
	EDUCATIONAL BACKGROUND
	

	  PATTS College of Aeronautics
	2008-2012

	Sucat, Parañaque City, Philippines
	

	(Bachelor of Science in Tourism Management)
	

	  Diliman Preparatory School
	2004-2008

	Commonwealth Avenue, Quezon City, Philippines
	





TRAININGS and SEMINARS ATTENDED
Communication and Accent Training
Mike Lapiz (Trainer)
Insular Bldg, Ayala Avenue, Makati City, Philippines
December 1 – December 16, 2013
Language and Culture Camp Training
Epixtar-IT Enabled Philippines Eastwood, Philippines
November 21 – 25, 2013
Customer Service and Product (VOIP) Training
Jennifer Ong (Trainer)
RCBC Plaza Bldg., Ayala Avenue, Makati City, Philippines
August 02 – 13, 2013
Basic Hospitality Services
Norman V. Rabang (Trainer/VP-Finance/Operation)
Sea-Princess Unlimited Training Center, Inc., Malate, Manila, Philippines July 09 – July 23, 2013
*** Character reference is available upon request.
I certify that the information written in this application is true and correct.

