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PROFESSIONAL SUMMARY
A performance-driven professional in Office Administration, Client Services and Sales Coordinator with 10years of experience. In pursuit of a challenging opportunity in a reputable and established company in a competitive and performance-oriented environment leading to professional satisfaction through proper utilization of my initiatives and abilities.
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CORE SKILLS
Office Administration 
Fluent in English both written and oral with good self-correspondence skills 
Fast typing speed 
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	Client Services
	
	Sales Coordinator

	
	Proficient in Microsoft
	
	Excellent communication skills

	
	Office applications
	
	

	
	(Word, Excel, Ppt, etc)
	
	Knowledge in Accounts

	
	Multi-tasking skills
	
	Event Coordination


EXPERIENCE SKILLS
Ability to communicate in an understandable, polite and friendly manner, both written and verbal 
Pro-active, team player and highly efficient in working independently 
Strong organizational skills and ability to multi-task Flexibility in response to needs of the customer 
Ability to handle confidential information with discretion 
Has over 10 years of professional work experience in UAE Bachelor’s Degree in Commerce major in Accounting from 
Xavier University Cagayan De Oro City Philippines 
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PROFESSIONAL EXPERIENCE
Client Services
July 2009 to February 2016
Executive cum
LLC 
Executive Secretary
Sharjah, UAE
Duties and Responsibilities:
Excellence (Education & Training)
 
Working efficiently and professionally with the company’s
clients, all of whom are directly or indirectly associated with
education, advertising, publishing and marketing
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	Coordinate efficiently and professionally among a dedicated

	
	team of senior staff, educationists, designers and
	

	
	programmers, for direction, support and collaboration

	
	Provide assistance on client’s inquiries either walk-in or via

	
	phone regarding the courses we offer ex. TOEFL,SAT,EILTS,

	
	English Levels, Aviation courses and Soft Skills  courses

	
	Entice the clients to register on our courses and administer

	
	registration and payment
	
	

	
	Coordinate, arrange and prepare for any scheduled training

	
	programs to be conducted either on-site or off-site.
	

	
	Manages the CEO’s calendar, travel itineraries, hotel booking

	
	and meetings with customers
	
	

	
	Prepare emails, letters and correspondence
	

	
	Greet and meet visitors with courtesy, directing them to the

	
	relevant person
	
	
	

	
	Efficient and courteous in handling of telephone calls, ensuring

	
	clear
	verbal
	communication,
	provide
	necessary

	
	information/guidance  to  caller  and  transfer  the  call  to  the

	
	relevant person, or if required take clear concise message and

	
	pass message on
	
	
	

	
	Provide assistance in  administrative operations
	

	
	Creative Works AP LLC Sharjah (Advertising & Publication)

	
	Attend to client’s queries regarding advertising and marketing

	
	collaterals
	
	
	

	
	Support the Sales and Marketing Dept to prepare quotes and

	
	subsequent follow ups
	
	

	
	Demonstrate high level of commitment and ensure
	

	
	coordination in meeting client deadlines
	
	

	
	Follow-up approvals of the artworks and submitted quotes

	
	Negotiate with vendors on price, delivery and payment terms

	
	Prepare quotes and develop negotiation strategies to achieve

	
	lowest cost possible on all items being procured, without

	
	compromising on established quality requirements
	

	
	Coordinate all internal and external correspondence, incoming

	
	e-mail and other administrative duties for the Sales team

	
	Arrange travel bookings and ticket reservations for company

	
	executives and staff
	
	
	

	
	Develop & maintain sales proposals & marketing collaterals,

	
	rate cards, newsletters, brochures and other materials

	
	Provide support to Sales and Marketing Team for any marketing

	
	strategies ex. Sms, emails, social media and create database

	
	Coordination between the client and the creative team

	
	Event coordinator for conferences and exhibition
	

	
	Assist and provide ground support during conferences

	
	Hosting and domain management
	
	

	PA of the Managing
	February 2005 to June 2009
	
	

	Director
	Real Estate Solutions 
	

	
	Creative Works Adv & Pub 
	

	
	Sharjah, UAE
	
	
	


Duties and Responsibilities:
Managing the MD’s appointments and meetings Provides administrative support 


	
	Performs task such as scheduling, writing correspondence,

	
	
	emailing, minutes of the meeting, etc

	
	Coordinate travel arrangements, prepares itineraries.

	
	Prepares, compiles and maintain record.

	
	
	Handle information requests

	
	Greet and receive visitors

	
	Coordinate office management activities

	
	Determine matters of top priority and handle accordingly

	
	Takes and transcribes dictation

	
	
	Handle Petty Cash

	
	Operate office equipment, such as photocopy machine and

	
	
	scanner

	
	Encoding database information of the clients contact details

	
	Record keeping and proper filing of documents

	
	Coordinate with clients through emails and letters

	
	Issuance of Payment Voucher and Receipt Voucher

	
	
	Follow up and demand payments  to customers for outstanding

	
	
	accounts

	
	Answer incoming telephone calls & handling client inquiries

	
	Handle  queries  regarding  available  warehouses,  offices  and

	
	
	flats

	Secretary cum
	March 2004 to January 2005

	Receptionist
	Sarah Real Estate

	
	Sharjah, UAE

	
	Duties and Responsibilities:

	
	Answer, screening and transferring of incoming calls

	
	Prepare letters and correspondence

	
	Keep track of the meetings and appointments

	
	Follow up appointments and important submittals of papers

	
	Arrange travel bookings and reservations

	
	Attend to tenant’s complaints and coordinate with the

	
	
	maintenance personnel

	
	Organize the schedule of field work for the staff

	
	Provide assistance and guidance of the staff in the field

	
	Inquire and negotiate prices from supplier

	
	Ensuring timely and professional responses to all complaints,

	
	
	request and queries

	
	Filing, archiving, photocopying, scanning and faxing

	
	
	documents

	
	
	Handling petty cash


EDUCATIONAL BACKGROUND
	Degree
	Bachelor of Science in Commerce major in Accounting

	University
	Xavier University, Ateneo de Cagayan

	Address
	Corrales Avenue, Cagayan de Oro City, Philippines

	Year Graduated
	March 1993



PERSONAL INFORMATION
	Date of Birth
	14th October 1973

	Place of Birth
	Philippines

	Civil Status
	Married with two kids

	Languages
	Filipino and English

	Visa Status
	Residence Visa (Transferrable - immediately)
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