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OBJECTIVE

To obtain a challenging position that will allow me to utilize my current skills for further improvements and expose my opportunities to a career growth.
· Employment History 

Ali & Sons Company, LLC Motors Division
Audi, Volkswagen & Porsche Showroom 

Al Ain Branch, United Arab Emirates 



Receptionist cum Secretary (2009-2013)

Secretary to Branch Manager (2013- up to present) 

Work Description:
· Provide substantial information to Branch Manager
· Uphold highly confidential matters from the top management
· Handles incoming mails and pertinent documents in behalf of the Branch Manager
· Prepares and manage correspondence and documentation. 
· Schedules and organize appointments, meetings and conferences

· Monitors and updates monthly sales reports in each respective brands                           (Audi, Volkswagen ,Porsche)
· Generates monthly and yearly reports to each brands’ main offices (Operational KPIs)
· Assist Branch Manager in yearly budget. (Manpower & CAPEX)

· Arrange trainings and employee/s due for appraisal/s,

· Ensure all records are kept accordingly and available once required.
· Handles ordering and maintains an adequate inventory of office and pantry s1upplies
· Performs basic HR duties: 
· Submits daily and monthly employee attendance records. (biometric generated)
· Scrutinize annual leave plan schedules of employees. 

· Coordinates relevant issues to main HR office and induction to newly joined employee/s.
· Performs such other related duties mandated by the Branch Manager.

FORD Sales Consultant 
Laus Group of Companies-Automotive Group
(Authorized dealer of Ford,Chevrolet,Hyundai & Kia Cars) 
Dagupan City, Philippines 


July 2006- May 2009

Work Description:

· Attends to walk in clients and handle their inquiries.

· Handles and entertains phone inquiries.

· Entertains and presents demonstrations to walk-in clients and clients over the phone.

· Ensures proper follow up of all potential clients by developing, implementing and monitoring a prospective sales control system.

· Demonstrates the features of the cars, their functions & benefits.

· Prepares and explains sales proposals to the clients.

· Handles and maintains customers’ data base.

· Monitor and follow up clients’ requirements regarding their loan applications in banks.

· Assists clients with their loan application with the bank’s loan officer.

· Follow up clients loan application and coordinates with the banks approval.

· Prepares financial / loan computations for clients.
· Process and assist clients’ loan payments through bank.
· Prepares and submits various reports including lead group monitoring report,                                group sales report, daily walk in and phone in reports to Ford Group Phils.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

· Performs other related duties that may be assigned from time to time.

· Seminars and Trainings Attended 
SAP END USER TRAINING-SALES PROCESS

October 2010-January 2011

Ali & Sons, Training Office 

Abu Dhabi, United Arab Emirates 

PROFESSIONAL SALES CONSULTANT 1&2 SEMINAR

May 23-24, 2008

Ford Group Phils. Training Room 

Sta. Rosa Laguna, Philippines  
TEAM DEVELOPMENT WORKSHOP 

March 1-2, 2008

Ford-Dagupan 

Lucao Dist. Dagupan City, Philippines 

SALES ACADEMY- Laus Group of Companies
March 12-16, 2007

Laus Group Conference and Training Center

San Fernando City, Pampanga, Philippines

             April 2005 – May 2005

On-The-Job Training


Bank of Philippine Island-Family Savings Bank Inc.

Dagupan Business Center, Operations Department 

Arellano St. Dagupan City, Philippines 
· Awards
· SALES ELITE- Ford Blue Oval
Plaque of Recognition- for attaining more than 80 units sold in a year 

FORD GROUP PHILIPPINES

Renaissance Hotel, Makati City Philippines

January 18, 2008

· Knowledge, Skills and Abilities
· Knowledgeable in Microsoft Office (Word, Excel, Power point and Outlook)
· Knowledgeable in SAP application: 
SAP Main Functions: 

· XD01 - Create Customer 

· /DBM/ORDER01 - Create Order
· /DBM/VSEARCH - Vehicle Search
· ZDBM09 - Delivery Note
· ZDBM201 - Vehicle Sales  Report
· ZDBM334 - Test Drive Report
· ME51N - Create Purchase Requisition
· Good communication skills, ( verbal and written )

· Hardworking, trustworthy 
· Customer oriented

· Strong organizational skills
· Honest, punctual, polite
· Educational Attainment 
LYCEUM NORTHWESTERN UNIVERSITY

Bachelor of Science in Commerce 

Major in Management (May 2006) 
Tapuac District, Dagupan City, Philippines 

· Personal Information 

Date of Birth: 

October 14, 1985


Age: 


30 yrs. old

Civil Status: 

Single

Nationality: 

Filipino

