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Height
:    5’6


EDUCATION  
University

2007- 2011                BS Major in Business Administrations and Management  YR 2011
                                  FAR EASTERN UNIVERSITY 
                                  Nicanor Reyes Sr. Street, Sampaloc Manila, Philippines 
Post Graduate Training, Workshops and Seminars Completed 
                    ETIQUETTE DE MANILE YR 2014  

                                 Alveo Land Corporation


VALUES-DRIVEN LEADERSHIP PROGRAM YR 2013

Megaworld Corporation
        PROFESSIONAL IMAGE WORKSHOP YR 2012
                                  eXeQserve HR Solutions


        EFFECTIVE BUSINESS WRITING SEMINAR YR 2012


        Megaworld Corporation
Qualifications
Member of FEU Mansoc (Management Society) 

YR 2007-2011

Member of Junior People Management Association of the Philippines (JPMAP) 

YR 2010-2011

FINALIST - Quality Improvement Plan Competition 

YR 2010 Far Eastern University
SKILLS
· Strong administrative and organisational skills
· Work effectively both as team member and independently
· Excellent listening and communication skills
· Enthusiastic and committed
· Creative Problem Solver
· Creative and innovative
· People/ Interpersonal Skills
· Social / Digital and Communication Strategist
· Computer Skills
Language




Filipino

Native or bilingual proficiency
English

Professional proficiency

Swedish

Elementary proficiency (Learning)
PERSONAL BACKGROUND
Interest includes travel, surfing, running, boxing, muay thai, reading books/blogs, photography and events planning.
WORKING HISTORY/ QUALIFICATION SUMMARY
Personal Assistant to the CEO cum PR/Social Media Executive 
Business Communication “BIZ COM” 1/2015 to Present
Job Description:

· Front Desk Receptionist and Handling Phone calls

· Handling Email responds, Minutes of the meeting, and Travel Arrangements
· Arranging Meetings and schedule of the CEO and Managing Diretor

· Giving support to other tasks and duties that is assigned by the CEO and Managing Director for their personal concerns time to time.
· Checking Daily Newspaper, Magazine and Online News
· Filling Documents, Database, News clippings 
· Arranging Interview and evaluate/ facilitated applicant career development opportunities.
· Administer to Client’s Digital and Social Media Accounts with demonstrate track records.

· Maintaining a good relationship with Medias and clients.

· Writing reports and editorial content under the direction of the managing director and ceo.

· Press Release Dissemination 

· Update and send daily dispatch to the clients with accuracy of daily report.
· Media Monitoring & Coverage Reports with high-quality clipping with Ad Value and Perceived Values (print & online) are reflected.

· Creative Media: Graphic and Layout business cards, infographics, report templates and presentations, logos, poster and social media materials. 
· Setting an events, press conference, and exhibition, handling logistics, organizing the promotions, event management. 

· Research featured articles and editorial content. Maintain and extend client and media relations ensuring consistent media coverage across multiple channels (print, broadcast, newswire). 

· Preparing Monthly Reports and Presentations.

Key Accounts: CASIO Watch Middle East, Citizen Watch Middle East, Swiss brands such as; Eberhard & Co., Roger Dubuis, Perrelet, Oris and Saint Honore; Automotive Distributed by Ali & Sons; Audi Abu Dhabi, Volkswagen Abu Dhabi, Skoda UAE; Fitness brands such as; Aduba Fitness Private Club and SpeedFit, Dunkin Donuts, event and exhibition organizer Messe Frankfurt etc.
Property Investment Consultant, 3/2014 to 11/2014

ALVEO LAND Corporation an Ayala Land Company
Responsible for helping clients sell and purchase residential properties. Helping the clients to understand the means of investment through Properties. Working on listings, phone-calls, and email blast. Exercising Customer Service/ Maintaining good relationship with clients before and after sales.
Job Description:

· Promote sales of properties through advertisements, open houses, and participation in multiple listing services and road shows.
· Advise clients on market conditions, prices, mortgages, legal requirements and document related matters.
· Prepare documents such as representation contracts, purchase agreements, closing statements, deeds and leases.
· Knowing the clients to determine what kinds of properties they are seeking and needs. 
· Evaluate mortgage options to help clients obtain financing at the best prevailing rates and terms.
· Convincing clients to buy and sell properties at the right price, and use persuasion to close deals.
Executive Assistant for the First Vice President, 9/2011 to 3/2014

MEGAWORLD Corporation (Makati CBD Group)
Skilled, dedicated and hands on Executive Assistant with experience of coordinating, planning, and supporting daily operational and administrative functions. Extensive experience and expertise managing top initiatives and critical projects for executive leadership; effectively support sales, service, and business group operations. Dedicated leader with collaborative approach and results-driven focus. 
Job Description:
· Demonstrated capacity to provide comprehensive support for executive- level; such as screen calls, emails, manage calendars, scheduling meetings, coordinating travels and events, and managing all essential tasks.

· Expert in Microsoft Office Suite. (type 90 wpm with complete accuracy) with Basic Photoshop and Wordpress knowledge.

· Handling sensitive Issues and Matters within the organization. 

· Handling Phone calls, Emails, Minutes of the meeting, and Travel Arrangements.
· Preparing and Organizing General Meeting, Monthly Meeting of the Sales Team, and Team Building of the whole organization (including sales and support team).
· Proven track record of accurately completing research, reporting, information management, and marketing- support activities within demanding time frames.
· Attending and presenting a company at trade shows and marketing events.

· Supports executives in regional decision making by providing insight into the impact of market trends. 

· Able to take initiative and execute assigned tasks in a timely and flawless manner. 

· Adept at developing and maintaining administrative processes, improve accuracy and efficiency, and achieve organizational objectives. Highly focused and results-oriented. 
· Preparing Internal and Official Memos. 
· Handing Office finances, Petty Cash and Cash advances.
· Preparing documents and checks for signature of the FVP.

· Preparing all minutes and for discussion that will be forwarded to the concern of the CEO of the company by the FVP. 

· Preparing all the payment bills, replenish the pantry and office supplies.

· Handling the personal accounts, banks, and bills of the FVP. 

· Filling the documents and make it confidential.

· Checking and filling daily newspapers and online news about the industry and market shares.
· Other Tasks and duties are assigned by the FVP for his personal concerns time to time.
Treasury Assistant (Intern), 10/2010 to 2/2011

ABS-CBN Network (Finance and Treasury Department)
Job Description: Maintaining optimum business cash flow by tracking income and expenditures using bookkeeping and accounting methods. Maintaining cash, debit, and interest schedules. Create and monitor regular financial reports. Analyze and possibly prepare an A/R, A/P, and G/L entries and reconciliations. Responsible for heavy data entry and updating multiple Excel spread sheets. Enter and review monthly bank fees in Excel. Preparing checks for pickup.  Responsible for daily cash reports distributed to management. Filing/Scanning as needed.
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