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Qualifications Summary

Highly personable Customer Service Professional with over thirteen years of experience in account management, sales processing, and office admin operations within the Engineering: landscaping, swimming pools, irrigation, golf course development, contracting, electromechanical: water treatment and fire alarm/protection services, security systems, building material industries, facility management, manufacturing, trading, media/advertising and Machinery/Equipment Rental Services. 
· Talent for identifying customer needs and presenting appropriate company product/ service offerings and ensuring a high quality customer service at all times.
· Demonstrated ability to gain customer trust and provide exceptional follow-up, leading to increased repeat and referral business. 

· Able to work independently in a structured manner and pay attention to details when recording and analysing data.
· Proficient with Microsoft Office System (including Microsoft Word, Microsoft Excel, Microsoft PowerPoint® and Microsoft Outlook®). 


Professional Experience

OASIS – Dubai, U.A.E.      
Feb. 2012 to April 2015

Sales/Projects Coordinator 
 ( Awarded as Most Hardworking Employee – 2012-2013 ) 
Serve as Back Office Manager  for a company, specializes in the field of construction of swimming pools, water features, landscaping services and facility management.
· Manage Back Office activities, responsible for organizing and coordinating all of the office, sales, and operation procedures in order to ensure the smooth day-to- day running of the office.
· Develop and implement the Standard Operating Procedures  of the company
· Taking incoming sales lead phone calls, preparing and sending quotations as per client requirements.
· Utilize and update customer leads and project status in CRM, ERP Real Soft System and Sugar Community.
· Confirm and input orders and preparation of contracts 

· Interacting with client and vendors as needed to finalize the order.
· Ensure clients’ and project requirements are met in a timely and cost effective manner, resolving customer issues and complaints, and provide quality service at all times.
· Preparing submittals, contract agreement, completion, warranty certificates and all other sales & project related documents and correspondence.
· Issuance of invoices as per progress of works,  quarterly invoicing for maintenance and all other related sales. 

· Processing of material requests, purchase orders and delivery notes required for project sites.
· Follow up and ensure payment collection for all projects and maintenance.
· Provide support and assistance to fellow team members/departments, as needed, in order to meet company/team goals. 
· Prepare and monitor sales reports, payment collection, project updates & consolidated reports. 
· Act as a primary customer resource for calls and emails for sales inquiries, project related information, and handle customer after sales service and customer complaints. 
ACTION INTERNATIONAL SERVICES L.L.C.– Dubai, U.A.E.            January 2010 to December 2011
Sales Administrator/Hire Desk Controller
Serve as a Sales Administrator for a pump services company, specialized in the field of Sales and Equipment Rental, Ground Water Control and Specialized Piling Techniques.

Assist in administering all duties and projects for the business units. This includes; filing, reporting, data entry and accurate communication of details regarding tracking and fulfillment of sales orders, quotations, conversions to contracts, picking list and delivery ticket generation and monthly invoicing run.

· Act as a source of information and administrative direction for the Equipment Rental Division

· Managing the day to day rental/orders of equipment.
· Arrange with the relevant departments; transport, delivery, mobilization, demobilization, inter-depot transfers as required and ensure that timescales are met and issues rectified in a timely manner
· Utilize MCS to achieve proper co-ordination of simultaneous projects with efficient document control procedures for live and completed projects.

· Ensure that all contract data is inputted and maintained on MCS and records of correlating job numbers, contract numbers and pricing is accurate and in line with company policy.

· Liaise with the Finance Department to solve payment issues. 

· Register and analyse incoming enquiries, including preparing reports of enquiry data. 

· Receive calls and e-mails from clients and either solving the issue or forwarding it to the correct person. 

· Communicate with the Operations Division regarding receiving information for reports and for issues relating to equipment availability. 
· Keep all the project files ( on going and completed jobs ) updated and properly filed.
DOM INTERNATIONAL L.L.C.– Dubai, U.A.E.
                        

     July 2007 to December 2009
( Dubai Outdoor Media  )
Sales Coordinator
Serve as a Sales Coordinator for a company specialized in the field of Outdoor and Indoor Advertisement and Signage works providing high quality custom made signage solutions for branding purposes.
Provide the Sales and Operation Team with efficient and professional secretarial and administrative expertise. Act as a point of contact for all incoming enquiries

· Act as a source of information and administrative direction for the department.

· Update and maintain contact databases and image databases.

· Preparing and updating weekly, monthly sales related reports and MIS reports

· Maintain and update CRM- Right ERP Database 

· Handle incoming and outgoing communications.

· Preparing presentations, proposals, and confirmation letters, invoices and lease agreements.

· Liaising with clients for artwork and payment follow ups.

· Provide clients with relevant information when requested.

· Coordinate with sales team to record order bookings and updating booking charts.

· Liaise with printing and production department to manage the booking to installation process.

· Establish and maintain market research databases. Actively collect and update info from sales team and other sources. 
· Provide customer service support to the sales team and customers.

· Work towards new business development effort of the team by identifying and highlighting potential opportunities.

· Recording and distributing minutes from weekly sales meeting. 

GENERAL INTERNATIONAL TECHNICAL COMPANY – Dubai, U.A.E.

March 2005 to May 2007
( GENTECH )
Office/ Sales Administrator  

Serve as Office Admin for a company specialized in design, supply, installation, testing, commissioning and maintenance of fire protection, water treatment and security systems.

Work closely with other departments to promote sales, clarify information, and distribute reports. Gather, analyze, and report daily/weekly/monthly sales and service statistics. 

· Coordinate all the projects related activities, collecting project proposals and finding project leads.

· Gather, prepare and distributes submittal.

· Create and manage project files (electronic and hard copy)

· Provides an efficient and proactive administrative function

· Negotiating with supplier for the prices, payment terms and delivery date.

· Requesting quotations, samples and catalogues.

· Coordinates with client, suppliers and processing of orders.

· Prepares quotations for Fire Alarm, Fire Fighting and Security Systems

· Prepares LPO, FPO, Inquiries, Sales Invoices, Delivery Notes, Letter of intent and submittals

· Monitoring of monthly sales, monthly and weekly reports of sales staffs and time attendance

· Update and maintain ACT Database

· Prepares memo and business correspondence.

· Responsible in the arrangements of meetings and hotel bookings 

WM EDSSONS INTERNATIONAL CORPORATION – Manila,  Philippines 

      2003 to 2004
Sales Engineer/Product Specialist ( TOP SALES PERSON for year 2003-2004 )
Handled promotions, trading of building materials, order processing, deliveries and product distribution for a leading building materials company.  

Investigated and resolved customer concerns in collaboration with respective companies and other departments.  
· Meet clients such as architects, engineers, builders and contractors to provide them the best, high quality and innovative products.

· Prepare proposal and quotations on roofing and insulation products to our valued clients and handle their accounts

· Represent the company in the World Trade Building Materials and Construction Exhibits

· Demonstrate the effectiveness of our insulation products to other brands thru temperature testing
PHILIPPINE GOLF DEVELOPMENT & EQUIPMENT – Manila, Philippines       

1996 to 1998

Marketing Assistant
Served as Marketing Assistant for a company specialized in developing golf courses, sales of equipment and sprinkler, irrigation and landscaping.  
· Prepare proposal/ quotation on golf accessories, Rainbird sprinkler products and John Deere golf & turf equipment.

· Attend walk in clients and telephone inquiries.
· Prepare sales report on golf accessories and sprinkler products.

· Company representative on Golf Exposition at World Trade Center.
Achievements / Awards:

Best in Class 1982 to 1987  (  First Honor 1988  (  3rd place Math Quiz Bee Contest 1991
(  1st place Spelling Bee Contest 1992

Education and Training

Bachelor of Science in Computer Engineering  (   AMA Computer University – Makati City, Metro Manila,  Philippines
Time Management (   Nadia Training Institute – Moosa Tower 2, 23rd Floor, Sheikh Zayed Road, Dubai United Arab Emirates

( From Dec. 10 to Dec. 23, 2007 )
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