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Personal Data
Nationality: Filipino
Languages Spoken Fluently:
English and Tagalog
With U.A.E. Driving License/Own car
Education
Bachelor of Science in Business
Administration
(Major in Management)
AQUINAS UNIVERSITY
Philippines (1998-2002)
Associate In Hotel @ Restaurant
Management
MARINER’S POLYTECHNIC
COLLEGES FOUNDATION
Philippines (1994-1997)

CURRICULUM VITAE OF
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LIBERTY 
OBJECTIVE
To be a part of a reputed organization where I can contribute my knowledge and skills to attain company’s aim for success and can offer me opportunities for career growth and self advancement.
SKILLS/QUALIFICATIONS
· Strong interpersonal skills and the ability to effectively communicate with a wide range of individuals. 
· Hard working, independent, dedicated and competent. 
· Flexible and adaptable in changing priorities and circumstances. 
· Uses initiative, works with minimum supervision and takes appropriate responsibility. 
· Ability to maintain high accuracy and work quality standards. 
· Ability to work effectively in a team environment. 
· Good Organizational skills 
· Customer service 
· Target Oriented 
· Proficient in MS word, Excel, Power point & Outlook. 
EMPLOYMENT HISTORY
	Company
	:
	GROUP

	Position
	:
	Admin Executive

	Date
	:
	2014-16

	Address
	:
	U.A.E-Dubai

	Company
	:
	AVON International-(Al-Hathboor Group)

	Position
	:
	Area Sales Supervisor

	Date
	:
	2012-14

	Address
	:
	U.A.E-Dubai

	Company
	:
	FUTURELINK/GREENPARKING

	Position
	:
	Marketing & Sales Assistant

	Date
	:
	2010-2012

	Address
	:
	U.A.E-Dubai



DETAILED WORK EXPERIENCE
Job Description as Admin Executive
· Provide general administration and operations support of the company. 
· Responsible for keeping the files, documents and save to data drive. Retrieve the files & data. 
· Draft from scratch and prepare various correspondences, memos, contract, presentations, tracker and reports. 
· Collate and analyze data and produce reports for information. 
· Take note minutes of meetings 
· Coordinate with the staff, clients/customer and other internal and external organization. 
· Order & monitors pantry & office supplies, adhering to budget guidelines. 
· Manage incoming and outgoing mail & courier service. 
· Assist with accounts. 
· Assist with human resources-related to company procedures and regulations. 
· Monitors the staff in terms of their daily task/attendance and delegates work to staff and ensures that the procedures are appropriately followed. 
· Strong organizational, multi-tasking, prioritization and follow-up skills. 
· Versatility and flexibility to multi-tasking, to problem-solve and to interact effectively with diverse and strong personalities. 
· Attends to complaints & queries and see to it to resolve efficiently such as: Via Email ,Website ,Walk in and Phone queries. 
Job Description as Area Sales Supervisor
· Prospecting – getting new members by outdoor fieldwork. Covering the given area by visiting residences, offices & public places. 
· Appointing – new members. 
· Training – ensure success of every new member by providing thorough training 
· Development- work with existing members to ensure retention, activity and average order 
· Motivation- To take every opportunity to ensure members are highly motivated by promoting marketing plans, incentives and demonstrating company products on every meeting 
· Replacement- To continuously monitor performance of members and ensure replacements whenever required 
· Planning- Planning work time effectively ( Daily Planner) 
· Records- To maintain records & update them regularly ( pertaining to field sales activities) 
· Appearance- To maintain a smart business like appearance at all times projecting the company image 
· Communicating with members on daily basis 
· Reaching Sales Target 
· Required daily, weekly, & end of campaign reports 
· Reporting directly to National & Regional Manager 
Job Description As Sales & Marketing Assistant
· To process quickly all the Inquiries by phone, fax & email and personal visits in relation to company business. 
· Prepare and manage correspondence, reports and documents. 
· Organize internal and external events. 
· Communicate verbally and in writing to answer inquiries and provide information. 
· Maintaining a healthy relationship with existing & new customers 
· Coordinate with the clients & suppliers 
· Prepares Quotation 
· Providing sales and administrative support involving efficient handling of top and confidential agreements. 
· Prepare, create, and modify documents using Microsoft Office, Excel & PowerPoint. 
· To communicate & follow up the project & sales status to sales team 
· Monitor the stocks & purchasing of marketing staff 
· Research assistant 
· Taking charge of duty in behalf or in absence of the Sales Manager 
TRAININGS ATTENDED
1. Emaar Training Program
United Arab Emirates, Dubai-2014-2015
· Cultural Awareness 
· Excellence in Customer Service 
· Handling Complaints 
· Communication Skills 
· Public Speaking, Part 1-3 
· Emotional Intelligence, Part 1-4 
· Effective Business Writing 
· Integrating Resilience 
2. Office Management-Development Institute Dubai, U.A.E. 2014 
3. Philippines 
· Fine-Dining Training 
Sharp-Karilagan Training Academy Manila, Phils. (2004) 
· Customer Relation Enhancement Workshop 
Manila, Phils. (2004) 
· Personal Safety @ Social Responsibility 
· Basic Safety Course 
· Personal Survival Techniques 
Legaspi City, Phils. (2002) 
I hope my personal qualifications meet your merits. References will be provided upon request.
LIBERTY CV NO. 1735626


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








