QUEENIE 
OBJECTIVE
Looking for challenging position in a company where my extensive professional and practical experience will be fully utilized.

CAREER PROFILE

· Provide high-level administrative support for an office and for top executives of an organization. 
· Handle complex responsibilities, such as reviewing incoming documents, conducting research, and preparing reports.

Academic Background
2009-March 2013

    SILLIMAN UNIVERSITY






    Dumaguete City, Negros Oriental, Philippines
    Bachelor of Science in Business Administration major in Management 
    **with 18 units- Certificate in Human Resource Management, 2012-2013
Skills and Qualifications

· Good command in the English language

· Ability to establish rapport with wide range of personalities

· Has good disposition and personal preference 

· Has positive attitude and hardworking

· Strong motivation and dedication to work

· Can work with less supervision 

· Willing to work on flexible work schedule 


Work Experience
June 2015- March 31, 2016
      
RESORTS WORLD MANILA HOTEL & CASINO
Receptionist /Administrative Assistant 

· Schedule appointments, arrange staff meetings and update event calendars.
· Data entry, process paperwork and prepare reports for various managers and departments.
· Responsible for general office duties such as filing, faxing, scanning, copying, ordering supplies.
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases.

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Keeps equipment operational by following manufacturer instructions and established procedures.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

September 2013 - June 2015

      
TOYOTA MAKATI INC.
Marketing Professional (Sales Agent)
· Approaches and assist new customers that enter the dealership.
· Performs walk-around with customer and demonstrate features of suitable automobiles.
· Able to explain and demonstrate vehicle features in professional, clear manner and effectively closes automotive sales.

· Reports to the sales manager regarding objectives, reviews, analyses, planned activities and present market conditions.
· Review sales statistics and actions to determine how to better utilize time, plan more effectively, and improve sales.
· Able to handle documentation of vehicle release, vehicle delivery, payment scheme and after sales services,  LTO Registration and etc.,
· Seeks and secures repeat and additional sales using prospecting, follow-up, referral and other available sales method.
Personal Information



Date of Birth: January 27, 1991
Age: 25

Civil Status: Single

Height: 5’ 2”
Job Seeker First Name / CV No: 1720446
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