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Demegillo 
Objective
    Perform the given task with accuracy and efficiency and be an asset to the         company.

    To develop my knowledge and skills on management, IT, sales and marketing.     
    To acquire a job position where in my experience and expertise gained from several companies will be beneficial in contributing to overall company’s corporate goal.
Qualifications
· Educated to a degree level or equivalent

· SAP user (accounts receivable, sales order, inventory management)

· Coordinating with sales staff for customer feedback and managing all ISO requirements for sales function.

· Skilled in management, coordination and on training.

· Enthusiastic and positive personality with the ability to build trusting relationships with others.

· Adequate in handling customer’s complain and resolution.

· Strong interpersonal skills and demonstrated ability to work accurate, follow instructions/schedules/time line and handle multiple priorities.

· Ability to work independently.

· Ability to quickly learn, absorb and apply.

· Planning and organization skills.

· Attention to detail along with a commitment to quality and confidentiality.

· Well verse in Microsoft office application (word, excel, power point) and research.

· Proficient in managing accounts and creating sales order and invoices.

· Well Experience in ERP (Microsoft AX Dynamix) and Ariva software.

· Eager to learn and undergo training and receptive to new ideas and skills

· Good communication skills and proficient in English

· Self-motivated, reliable, team player and works well with a group

· Honest and trustworthy.
· Background in customer service, administration, coordination, sales and retail system operation.

Educational Background
Tertiary: WESTERN INSTITUTE OF TECHNOLOGY                            Philippines
     Bachelor of Science in Computer Engineering
     June 1995 to March 2000
Professional Experience

May 2012 – up to present – 






Dubai, UAE




Office Sales Coordinator and Admin Assistant
Manage the Company’s sales documentation, procurement and coordination

· Assists in the documentation of vendors’ performance; tracks and documents delivery, quality and price commitment.

· Coordinate with the team on day to day stock/additional orders placement/price requirements in additional any local LPO to be raised.

· Sending monthly statements- opening balance, in quantity, out quantity and closing stocks.

· Preparing daily sales report (includes revenue, margin and GP percentage) for each salesman and directly submit to General Manager.
· Coordinate with store and accounts for any supply discrepancy, old stock supply and wrong pricing.

· Preparing the new pricing of new products as and when required by Consumer and Commercial.

· Checking stocks availability with Principal for any inquiries from Customer/Retail and place additional order accordingly.

· Serve as front office /receptionist of the showroom.
· Ensures proper document and classification, sorting, filing and proper archiving

· Answer phone calls in a professional manner and transfer calls appropriately.

· Open, sort and distribute mail, fax documents, order office supplies and maintain supplier relationship

· Prepare sales quotations, sales order and invoicing via ERP

· Provides support to the accounts by reviewing customer’s SOA and follow up payments.

· Receiving cheques from sales team and reconcile invoices to ensure payment is collected up to date.

· Responsible for supporting the day to day administrative task related to coordination with the logistic when it comes to delivery and shipment arrival.

· Maintains customer records and update accounts information in database.

· Handles petty cash, office and pantry supplies.

· Manage filing of invoices, delivery note and documents control ensuring the confidentiality of company files and records.

· Schedule, organize and facilitate meeting as per instruction.

· Other ad hoc administrative duties as required. 
April 2007- March 2012 – John Little Private Limited 
                                        (Robinsons Group of Companies) 





     Marina Boulevard, Singapore
                  



  Admin Assistant cum Customer Service
Manage the Company’s office needs such as documentation and supplies

· Perform task in customer service and administrative work
· Answering phone calls with regards to queries and other issues pertaining to companies.
· Produce and distribute correspondence memos, letters, faxes and form.

· Assist in the preparation of regularly scheduled reports.

· Develop and maintain a filing system.

· Receive and sort mails for deliveries.

· Provide friendly, efficient and courteous to all internal and external customers.
· Adequate in providing solution to customer’s complaint and other feedback.
· Ensures knowledge of staff movements in and out of organization.

· Schedule appointments, organize meetings and events.
· Answer customer’s questions and assists them with their needs, ensuring all requests are followed through and completed in a timely manner.

· Manage all service issues in a timely and professional manner and escalate accordingly where required.

· Perform financial transactions in support of the store operations.

· Maintain cashier's float as per company guidelines at all times.

· Assisted in after sales documentations and follow up.

March 2006 – March 2007 - Client Logic



    

        (Ortigas Center, Pasig City Philippines)

Helpdesk Support/ Customer Care
· Offers 100% customer service to all of their inquiries.

· Worked as an outsource technical support supervisor for Dell™ desktop 

· Handled consumer/residential accounts for Dell™.

· Duties and responsibilities:

· Supervise a team to be able to meet company standards.

· Guides customers on step-by-step procedures on how to isolate hardware related problems.

· Sends requests for replacements on defective hardware, which are still under warranty.

· Address all customer dissatisfaction towards the product by either replacement or escalation for possible refund (if within 30 days of purchase).

· Addresses basic software configuration such as reinstallation of software

· Gives trouble tickets (case number) to customers as proof of their call.
August 2000–January 2006- Chungwa Picture Tubes Ltd.



    


     1127 Hopin Road Padeh City



   


     Taoyuan Hsien, Taiwan

      

  
                      
QC Inspector and Machine Operator
       Assigned to handle Surface Mounting Technology (SMT) Machine

· Responsible for checking microchips such as transistors and IC’s before putting into machine

· Perform troubleshooting and maintenance to achieve target output on our shift 

· Responsible in handling procedures every time we change our set-up in all SMT machine

· Adequate in providing the daily in process output, reject rate, and issue update to my senior supervisor

· Adept in delivering target quality output on the machine I handled during my shift

· Liaised with the senior engineers regarding the availability improvement of our product

· In-charged as a team leader on our group

· Reported to immediate managers on all pertinent matters

· Adequately responsible for observing 5S, cleanliness, standard operation procedure, machine abnormality and quality related problems to my immediate supervisor and/or engineers
Seminars, Trainings and short Courses Attended:
· Think Service, Think Us by Robinsons Institute for Service Excellence


Robinsons Group of Companies Pte Ltd., Singapore

· Fish! Philosophy conducted by Robinson Institute for Service Excellence


Robinson Group of Companies Pte Ltd., Singapore

· Seminar on Environment Management conducted by Regional Technical               Education and Skills Development Authority, Iloilo City

· Seminar on Windows NT Network by Advance Technology Corporation, ARS Resource Center, Malate Manila

· Seminar on I.T. 2000, E-Commerce and Windows NT Server by Informatics Computer Institute.
· Computer maintenance and servicing conducted by the Electronics Workers Guild of Iloilo Inc. in coordination with RTESDC-Iloilo and Metashape 6
Personal Background
            Birthdate


: March 24, 1979
            Nationality  

: Filipino        


            Language Spoken
: English, Basic Mandarin


 Availability

: Immediate
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