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JOB OBJECTIVE:                                                                                                         

To find a position which is best suited in my acquired and inherent knowledge, skills, attitude and values including my work experience. And likewise to be part of a well established institution which will contribute to my personal and professional growth.

EMPLOYMENT BACKGROUND: 
Senior Car Rental Sales Agent/Sales Coordinator
Super Price Rent A Car LLC

Al Qusais Dubai, UAE

Oct. 15, 2011 - Present

Duties and Responsibilities:
· Make status report of available vehicles located at the station through CARPRO System and individual checking.
· Handle all incoming calls and customer concerns/inquiries and revert back to the customer by means of phone call, correspondence and email. 

· Respond to inquiries from clients about the availability and cost of vehicles

· Handle all queries related to car hire companies and walk in customers.

· Explain the terms and conditions of short term rental or lease

· Prepare rental forms, obtaining customer signature and other information, such as required documents. 

· Maintain and update rental agreement files; contract and notify customers of overdue rental vehicles and inquire as to the expected date of return; process rental extensions.
· Communicates customers request to management.

· Finalize Daily Business Report(DBR) and put all the necessary report for the day such as rental agreement check out, check in, MCR, and cash collection for the day

· Update the sales report for monthly and quarterly.

· Ensures customer service satisfaction and good client relationship.

· Maintain cleanliness of the rental office area and perform associated custodial duties.
Sales Assistant
Nancy’s Haven Trading LLC.
Al Barsha1 Dubai, UAE
June 21, 2010 – Sept.30, 2011
Duties and Responsibilities:
· Ensures that customers receives outstanding services by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining solid product knowledge and all others aspect of customer service.
· Maintains an awareness of all promotions and advertisements.
· Assists in floor moves, merchandising, display maintenance, and housekeeping.
· Ensures customer service satisfaction and good client relationship.
· Assists in processing and replenishing merchandise and monitoring floor stock.

· Aid customers in locating merchandise.

· Communicates customers request to management.

· Participates in year-end inventory and cycle counts.

· Performs other task assigned by the Manager from time to time.
Production Group Leader 
Fujitsu Computer Products Corporation of The Philippines

SEPZ Carmelray Industrial Park, Laguna Philippines

August 2001 - February 2010

Duties and Responsibilities:              
· Monitors and prepares daily report of production input and output.
· Encodes and analyze daily production data.

· Performs and prepares daily and monthly inventory in line production. 

· Investigates and reports all incidents of production misprocess.

· Leads and empowers the operators/subordinates in a multi-skilled task.

· Prepares weekly Man-hour report.

Production Secretary

Fujitsu Computer Products Corporation of The Philippines

SEPZ Carmelray Industrial Park, Laguna Philippines

July 1999 – June 2001

Duties and Responsibilities:

· Answers all phone queries and entertain visitors. 

· Makes travel plans. 

· In-charge of in and out of documents.
· Prepares memos, letters, and invoices.
· Arrange company meetings, seminars or conferences. 

· Maintains filing systems and office supplies involved in research, project work and budgeting.

· Supervise junior administrative staff. 

· Maintains the records of all office equipments such as printers, computers and photocopiers.

Administrative Officer

Insurance Company

Colago Avenue San Pablo City, Laguna, Philippines 

July 1997 – June 1999

Duties and Responsibilities:
· Deals with internal and external correspondence.
· Prepares documents such as letters, presentations and reports.

· Monitors office stationery supplies 
· Answers telephone queries and directs the calls. 

· Set up and maintains filing systems, updates information on computer databases.

SKILLS
· Proficiency in MS Excel, MS Word and Outlook.
· Can perform secretarial, clerical & other administrative duties.
· Knowledgeable in English(oral and written).
· Good in oral communication skills.
EDUCATION
     Tertiary:


Manuel S. Enverga University

               Lucena City, Quezon, Philippines


General Radio Communication Operator (Technical Course)

1991-1993 
PERSONAL DATA

Birthday         : May 24, 1975

Sex              : Female

Marital status   : Widowed

Citizenship      : Filipino             

Visa Status      : Employment Visa (Transferrable)
I hereby certify that all information given in this document is true and correct to the best of my knowledge and belief.
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