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CAREER OBJECTIVE

To obtain a position of responsibilities that utilizes my skills and keen to work in an environment where I can enrich my knowledge.

WORK EXPERIENCE


Aspire Middle East Training Institute

U.A.E.

Training Coordinator/ Administrative Assistant
 
    August 22 to November 30, 2015
· Plan and prepare pipeline.

·  Initiate, maintain and develop relationships with prospective delegates.
· Cold calling to identify & arrange trainings with potential delegates to prospects for new business.
· Listen to clients & delegates requirements and presenting appropriately to make a sale.
· Responding to incoming email and phone enquiries.
· Making accurate, rapid cost calculations and closing sales after consultation from the Sr. Consultant.
· Distributing incoming calls and forwarding it to the concerned person. 

· Searching on the internet different companies that require the services we offer.
· Arranging in-house and external training.

· Using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases.

· Attending team meeting and sharing best practice with colleagues.
Transtech Solutions Limited
Training Coordinator/Secretary




          Feb 15 – July 09, 2015

· Set training schedule for the next training courses.  

· Calls different companies and send emails informing the ADCO approved training courses we offer and the next training schedule. 
· Prepare the materials needed in the training presentation like the projector, laptop, speaker & manuals. Training venue must be properly arranged and clean.

· Provide quotations, invoices & receipts to the participants or companies.

· Collects, compiles and reports results of evaluation, examination paper and training data

· Prepare & issue certificate for the successful participants.

· Update & report monthly expenses, monthly production of the company.

· Follow up unfinished businesses like the payment.
· Ordering and maintaining stationery and equipment

· Managing and maintaining budgets, as well as invoicing;

· Organising and storing paperwork, documents and computer-based information;

· Using a variety of software packages, such as MS Word, Excel & Powerpoint.
SGA –Philippine American Life & General Insurance Company



Administrative Secretary/ Hr Assistant      




July 2001 – July 2014
· Prepare all the proposals or quotations needed by the agent for the client meetings in advance.  
· Process new insurance applications, modifications to existing policies, and claims forms.
· Obtain information from policyholders to verify the accuracy and completeness of information on claims forms, applications and related documents.
· Maintain office records to ensure they are updated and archived in compliance with the procedures
· Report monthly production and number of accounts to the manager. 
· Handle client inquiries and direct them to the appropriate persons according to their needs.

· Ensure that all investment and insurance business are processed accurately and in accordance with the client instructions. 

· Taking phone calls and conducting telemarketing from time to time. 
· Schedules examinations to new applicants.
· Welcomes new employees to the organization by conducting orientation.

· Maintains employee information by entering and updating employment and status-change data.

· Use variety of software packages such as Microsoft Word, Excel and Powerpoint.

GOVERNMENT EXAMS

· Life Insurance Commission Examination, May 2013 (Passed)

· Universal Life Product  Insurance Commission Examination, May 2013 (Passed)
· Investment Company Representative Certification Program, June 26, 2013 (Passed) 
EDUCATIONAL BACKGROUND

33 units learned in Master Business Administration

         June 1998 – March 2001  

Philippine School of Business Administration Manila
· Bachelor of Science in Computer Science


       June 1990 – October 1995

ADAMSON UNIVERSITY, 
PERSONAL INFORMATION

Birthday
:
July 22, 1973

Citizenship
: 
Filipino

Language 
:
Tagalog & English  
SKILLS
Customer Service, Customer Needs Assessment, Telephone Skills & Maintaining & Updating Client Files, Microsoft Skills.
Driving.
