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Marvin
Age: 


25

Gender: 

Male                                         

​

CAREER OBJECTIVE

Is interested to a significant contribution as Human Resource Assistant in a highly-motivated, forward-looking company, where there are opportunities for personal and professional advancement.
KEY STRENGTHS

· With 4 years of experience in office administration, particularly in the field of guidance & counseling, test administration, clerical tasks, frontline services, education and training, and sales and marketing.
· Highly-capable of performing several computer applications including Microsoft Word, MS Excel, MS Publisher, MS Powerpoint, etc.
· Has very good oral and written communication skills
· Well-attuned to social interactions and changes; can work efficiently even with minimal supervision.
EDUCATIONAL BACKGROUND

Masters Degree
Master of Education Major in Guidance and Counseling

Universidad d Sta. Isabel


Elias Angeles St. , Naga City


2015

Tertiary Level




BS PSYCHOLOGY







Ateneo de Naga University







Ateneo Avenue, Naga City







2011







BS BUSINESS ADMINISTRATION

HOSPITAL & HOME HEALTH CARE MANAGEMENT- Units

2009

Vocational Course



EVENTS MANAGEMENT







National Certificate III


Universidad d Sta. Isabel


Elias Angeles St. , Naga City







2015
WORK EXPERIENCE

June 2014-Present



College Instructor







Elias Angeles St. Naga City

· Subjects: General Psychology, Guidance & Counseling, Social Psychology, Industrial/Organizational Psychology, Developmental Psychology, Theories of Personality, Filipino Psychology, Group Dynamics, Practicum in Psychology, Sociology and Anthropology, & other Social Sciences Subjects
March 2014-Present



Sales and Marketing Supervisor







Royal Prints Boutique







Naga City

· Create strategies for product development, pricing, auditing, promotions and distribution.

· Hires and fires salespeople, trains them, assigns their territories, sets their quotas and monitors their activities. 
· I also set their compensation levels, determine commission and bonus structures and create contests to motivate the sales staff. 
October 2012 to May 2014


College Guidance Counselor







Universidad de Sta. Isabel 








Elias Angeles St. Naga City

· Guidance and counseling works, Clerical & Office works, Training and Seminar works 
September 2012 to October 2012

Marketing Coordinator







Appenzell Foods Inc.



168 Alicia St. Parada Valenzuela City
· Assisting team members with day to day marketing tasks and coordinating marketing projects and activities as requested.

· Organizing the production of branded items such as stationery and merchandise

· Supporting the in-house marketing and design team by coordinating and collating content

· Producing additional marketing communications, such as flyers, brochures and exhibition-related projects

· Track competitor activity by keeping abreast of market changes and the marketing mix used by competitors

· Assisting with the production of artwork, sourcing images, print buying and checking copy.

· Does auditing, presenting and promoting the products.
February to August 2012


Sales Assistant/ Receptionist







Arvin International Marketing Inc.







158 Suerte St. F.B Harison Pasay City

· Researches, analyzes, disseminates and maintains market intelligence information from a variety of third-party data sources on prospect accounts

· Uses market research information to enhance sales success with potential clients

· Qualifies prospective leads prior to account assignment

·  Prepare analysis, agendas, content, materials, and follow up documentation as appropriate to assist sales teams in exploring client needs during the course of the sales process

·  Processes quotes on behalf of the sales team
·  Provide support for ongoing customers by answering questions, tracing order status or product shipments and resolving problems

· Facilitates no charge orders, processes credit memos, acts as a facilitator for return and repair issues, researches trade-in allowance and eligibility for warranties, provides information regarding order status and stock availability, orders product literature and/or provides customers with product/sales information as requested by sales team

· Attending meetings at corporate headquarters

· Attending trade seminars and tastings

· Talking with customers on the floor or phone
January 2011 to October 2011

Independent Distributor







Wellbeing International Network Corporation







3rd floor A. B Pension House,P.B Burgus Naga City

AFFILIATIONS

Member




College Faculty Club 

Universidad de Sta. Isabel
    June 2014-Present






Elias Angeles St. Naga City

President




Association of Non-Teaching Staff







Universidad de Sta. Isabel
    June 2013-2014






Elias Angeles St. Naga City

Member  




Association of Psychology
     June 2007-2011






Students of Ateneo






Ateneo de Naga University







Ateneo Avenue, Naga City

TRAININGS/INVOLVEMENTS

Organizer &
Regional Seminar on Critical Incident Stress Management 
Participant 
Chateau Santa Isabel





January 18, 2013



Panganiban Drive, Naga City
Participant
7th Bicol Region Association of Psychology Students
January 22, 2011



Divine Word College



Legaspi City, Albay

Participant
6th Bicol Region Association of Psychology Students
January 27, 2010



Ateneo de Naga University



Ateneo Avenue, Naga City
SKILLS:
Guidance and Counseling skills, Sales and Marketing skills, Oral and Written Communication Skills, Computer Operation, Test Administration, Frontline service,  Facilitation, Training, Leadership, Team building

REFERENCES:
Available upon request.
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