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Job Objective

To work as a Receptionist where I can utilize my 8 years of administrative, retail sales, customer service experience and friendly personality to ensure customer satisfaction and repeat business.

Profile

More than 8 years’ experience in administrative functions, comprehensive sales, client service and customer service. 
Core Strengths & Qualifications

· Sales Call / Strategic Selling

· Sales Coordination & Administrative Task
· Client, Principal & Supplier Management

· Customer Service

Key Competencies

· Young, dynamic and highly responsible, with progressive experience in sales, client and customer service.
· Expert in programs like Adobe Photoshop; Intermediate skills in MS Office (Word, Excel, Power Point, Outlook); Utrac System; CISCO System; Empower System.
Professional Experiences
Alpha Movement Specialist  / March 2013 – November 2015 / Muscat, Sultanate of Oman

Client Administrator / Personal Trainer for Corporate Clients and One on One personal training
Devises customized exercise plan / training sessions for clients based on their goals.  Gives diet and lifestyle suggestions; helps client achieve their fitness and health goals through motivation and education.  Tasked to administer members’ files, make sure that necessary documentation is submitted and updated e.g. personal data, basic medical test – blood sugar, cholesterol, etc., number of sessions paid vs. number of sessions attended, set goals vs. achievement. 

UTi Global Logistics Inc.  / February 2012 – February 2013 / Paranaque City, Manila, Philippines

Business Support Specialist

Provides functional and technical development in support of a comprehensive reporting coverage for enterprise systems of medium to major complexity.  Ensures the creation, maintenance, monitoring as well as continuous upgrading of data integrity, systems and processes.  Establishment of purchase order, invoice and packing list capturing.  Safeguards client compliance, monitoring and report analysis.  Monitoring of vendor acceptance of order terms and conditions.
Lock and Load Firearms and Sporting Goods Corporation / January 2011 – February 2012 / 

Las Pinas City, Manila Philippines

Sales Coordinator

Primarily assists the sales team, focusing on managing schedules and the distribution of any sales documentation.  Prepares and follow-up any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.  Efficiently responds to any online or telephone queries in a calm and friendly manner.  Liaise between other departments and the client to provide the service most suitable to client needs, cost and time restraint.  Work closely with the sales team to assess the progress of the department and develop sales strategy accordingly.  Produce reports on progress within the department and outline any developed strategies improved.
Sun Shop (Sun Cellular / 3rd Largest Telecom Network in the Philippines) / March 2009 – January 2011 / Las Pinas City, Manila, Philippines

Sales Associate
Primary responsibility is to maintain outstanding customer service, generate sales, merchandise product and support the store management team.  Ensure each customer receives outstanding service by mystery shop standards.  Maintains awareness of all promotions and advertisements.  Execute the daily operational goals and priorities assigned by store management.  Uphold merchandising and store cleanliness standards.  Participate in the processing of delivered merchandise and assist the team to keep the receiving and back stock area clean and organized.  Aids customer in locating merchandise in-store and processing special orders.  Answer customers’ questions and provide information on procedures and policies.
Heathway Medical Clinic / October 2007 – April 2009 / Muntinlupa City, Manila, Philippines

Customer Service Staff

Deal directly with patients either by telephone, electronically or face to face.  Respond promptly to customer inquiries.  Handle and resolve patients’ complaints.  Obtain and evaluate all relevant information to handle service inquiries.  Provide pricing information.  Perform customer verifications.  Set up new patient accounts.  Process patient forms, application and requests.  Organize workflow to meet patients’ timeframes.  Handles direct requests and unresolved issue to the designated resource.  Manage patients’ accounts.  Keep records of patients’ interactions and transactions.  Records details of inquiries, comments, complaints and actions taken. Maintains customer data base, manage administration, communicate and coordinate with internal departments.  Follow-up on patient interactions, provide feedback on the efficiency of the customer service process.
Education

Bachelor of Science in Nursing / Graduated April 2007

University of Perpetual Dalta System, Manila, Philippines
Personal Background

28 years of age, born on 16th of March, 1987, willing to travel and do field works, fast learner, proficient in written and verbal communication, fluent in English, digitally inclined.
*Character Reference Available Upon Request
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