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PROFESSIONAL BACKGROUND  

May 20, 2013 up to February 1, 2016  (Real Estate Industry)

NEW PACIFIC RESOURCES MANAGEMENT INC. - 

Sales Administration – Titling Unit Processor (Jan. 21, 2015-Feb. 1, 2016)

· Prepare assessment request & client tax declaration for Makati City Hall 

· Email/Attend to client queries by giving information about Real Property Tax & DOAS.

· Call out or email client for signing of DOAS/ RPT for titling client.

· Prepare Deed of Absolute Sale DOAS) for client and send out.

· Encoding & updating of monitoring.

Sales Administration – Reservation Unit Processor (Oct. 27,2014- Jan.20,2015)

· Check received reservation dockets for reservation.

· Coordinate lacking information about client to Sales coordinator. 

· Prepare Daily Inventory and Daily Sales Report using SAP system. 

Sales Administration – Conversion Unit (Bank Financing) Processor (May 20,2013-Oct.26,2014)

· Prepare document submitted by client to bank for processing of bank loan.

· Attend to client queries by giving right information about In-House and Bank Financing & turn over.

· Call out or email client for lacking documents.

· Coordinate to bank schedule of signing of loan documents upon approval of loan application.

· Monitor and make report for status of account due for Balance Payment.

· Prepare document needed for title transfer and turn over.

· Follow up to bank status of loan application and when the proceeds be released.

May 14,2012  to May 15,2013   (Call Center/BPO Industry)

TELEPERFORMANCE PHILIPPINES ( formerly Pasong Tamo) Extension, Makati City 

Customer Service Representative for Mobility project.

· Handles inbound/outbound calls.

· Responds to customer calls using product knowledge.

· Resolves customer questions and issues.

· Works to build customer confidence in the brand.

· When applicable, promotes opportunities for additional products & services.

February 26, 2007 to January 30, 2012    (Insurance Brokerage Industry)

OMNI INTERNATIONAL CONSULTANTS, INC. -
Account/ Line Coordinator for Marine, Liability, Engineering, and other lines for Non-life Insurance

· Concentrates on client inquiries, requests for quotation, policy issuance and renewals.

· Seeks/negotiates coverage terms and  premium rate with Insurance companies.

· Monitors existing and new accounts and other clerical tasks.

Account Billing

· Monitors billing and follow up to client.

· Premium payment monitoring.

Work Development

· Created Master List for the monitoring of all Non-life accounts.

October 24, 2005 to June 20, 2006  (Chemical / Pharmeceuticals Industry)



MERCK, INC. (Philippines), 
Sales Coordinator

· Process Purchase Order using company system (SCALA).

· Make quotations, monitoring of stocks and other clerical tasks.

· Attend to client inquiries and gives assistance thru customer service.

· Make monthly conversion of quotations to order report, invoices report and call rates of Technical Sales Representative.

March 1, 2005 to December 30, 2005    (Real Estate Industry)

LAGUNA PROPERTIES HOLDINGS, INC. - 
Sales Consultant

· Focus on marketing and selling of properties. Help clients meet their needs and in processing closed transaction.

· Give after sales service and assistance.

February 2, 2004 to January 31, 2005 
(Real Estate Industry)


STATE LAND, INC. 
In-house Marketing Assistant

· Market and sell properties. Help clients meet their needs and in processing closed transaction.

· Give after sales service and assistance.

 June 9, 2003 to October 21, 2003

US@ DREAM BUILDERS, INC
Telemarketer

· Encourage and convince client to avail discount card in most known stores and establishments thru telephone call.

· Selling membership privilege card to clients.

April 3, 2002 to December 31, 2002      (Automotive Distribution/Dealership Industry)

CORE AUTOMOTIVE RESOURCES, INC. (CARI) -

Sales Consultant

· Sell brand new Nissan cars to client.  

· Present products. Assist client concerns and give after sales service.

October 2,1995 to March 30,2002   (Automotive Distribution/Dealership Industry)


MANTRADE DEVELOPMENT CORPORATION - 
Marketing Clerk/Staff Assistant

· Perform daily operational task for daily sales and deliveries and stock movements.

· Clerical tasks such as stock inventory report, customer car registrations, its renewal and processing, encoding of warranty registration.

· Handling of monthly sales report, invoicing, filing, record keeping and documentation of delivered unit.

· Coordinate to stock warehouse units for delivery and its complete accessories.

· Coordinate accessories to be installed to the client unit to supplier.

SUMMARY OF SKILLS

Proficient in using Microsoft Office Word and Excel

Can speak and write English Language

TRAINING EXPERIENCE

Real Estate Taxation Training, The Beacon 6/F Session Hall B, July 12-19, 2014. 

Customer Service Seminar, El Cielito Hotel Inn, June 22, 2013

Basic Non-Life Training and workshop, Oriental Assurance Corporation, February 28-29, 2008

Stratified Training 3 – Communication Skills at IBM Daksh, October 31 to November 17, 2006

Communication Skills for call centers agent, Qualit-E Group, Inc., July 11 to 24, 2006

House Keeping Training/On-the-Job Training, Century Park Hotel, December 26, 2002 to January 24, 2003

Integrated Hotel/Restaurant & Passenger Ship Operations, Access Training & Consultancy Training Center,                                  

                                                                                                                                     December 16-20, 2002

Data Encoding course, National Manpower & Youth Council, January 20-February 25, 1993 

Underwriters Basic Training Course, Fortune Life & General Insurance Company, Inc., July 27- 2, 1992

EDUCATION

Biochemical Technology, Technological University of the Phil’s., 1989 to 1992 – Graduate with Diploma 

Bachelor of Engineering, Technological University of the Phil’s., 1997 to 2000-Second Course (incomplete)

Secondary School, Imus Institute, Nueno Avenue, Aguinaldo Highway, Imus Cavite, 1985 to 1989

Primary School, Imus Pilot Elementary School, Nueno Avenue, Aguinaldo Highway, Imus Cavite,1979 to 1985

PERSONAL DATA

Marital Status : Single, Gender: Female, Date of Birth:  August 3,1972,

