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OBJECTIVE

To work for a company where I can maximize my potential as a professional and an individual
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EDUCATION

	LA CONSOLACION COLLEGE Manila
	2001 - 2005

	Bachelor of Science in Tourism
	

	 Manila Philippines
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SKILLS

· Computer literate (MS Office, Adobe Photoshop, Corel and the Internet)

· Good command of Filipino and English (both written and spoken)

· Can work under minimum supervision

· Can work under pressure

· Experienced of working in a Coordinator Role



· Can operate office machines and troubleshoot encountered difficulties

· Adapts well to working environment

· Works well whether alone or with a team, as the task requires

· Output-oriented, responsible and hardworking

WORK EXPERIENCE

3RD DIMENSION EVENTECH / EXTRA DIMENSION TOURISM LLC (DUBAI) September 2014 – December 2015

Marketing Administrator / Event Coordinator

· Preparing various reports and documentation

· Prepare and update market, customer, and competitor summaries

· Coordinate meetings between clients and suppliers

· Gather information for competitive reports

· Coordinating & updating the data base for suppliers (Hotels, Visa processing, Bus& Car Rentals, Tour Excursions & Restaurants)

· Maintain filling system including creating new files

· Marketing Plan / Marketing Research


SOLAR POOLS LLC & TERMITECH (DUBAI)


August 2012 – August 2014 (2 years)

Assistant Accountant / Administrative Assistant

· Prepare and manage correspondences, reports and documents

· Maintain orderly confidential filling system for client’s file

· Encoder / Clerical Duties

· Prepare Financial Reports / Sales Report / Invoices / SOA / LPO’s and Quotations

· Receive, direct and relay telephone messages and fax messages to General Manger

OMG Print Vision Inc. (PHILIPPINES)

October 2011 – April 2012 (6months)

Administrative Assistant

· Take charge of daily administrative duties

· Assist in creating and documenting publication materials for the company

· Monitor current status and chart progress



· Assist in finance related tasks (i.e. expenditures and collectibles)

· Tab and record follow-ups and client status

· Primary person in charge of keeping client database

· Encoder/Clerical duties

PINNACLE CONCEPTS & EVENTS SERVICES (PHILIPPINES) July 2007 – October 2011 (4years and 3months) Marketing Assistant / Event Coordinator

· Conceptualize and organize event according to clients needs and request

· Liaise for and between necessary parties to ensure smooth implementation of tasks at all stages

· Coordinate meetings between clients & suppliers



· Supervise and oversee set-up for events and events themselves

· Handle manpower during event proper

· Manage database collected from events

· Encoder/Clerical duties

· Basic accounts work

PERSONAL INFORMATION

	Birth Date
	: October 08, 1983
	Birth Place
	: Philippines

	Age
	: 32 years old
	Height
	: 5’3”

	Religion
	: Catholic
	Status
	: Single

	Nationality
	: Filipino
	Gender
	: Female

	
	
	
	


