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MARIA 
SUMMARY
2 years Professional Real Estate Salesperson accredited with commercial developer, Media Advertising and production, life and non-life Insurance.  Broadcasting, journalism, online web copy writing and research.  _____________________________________________________________________________________________
WORK EXPERIENCES

Document Controller

January 2, 2016– May 7, 2016

Contracting LLC
Opal Bldg. Delma StreetAbudhabi UAE

Organize the filling of all the company’s important documents for easy use of any transactions. Support  the administration and report to the Head Manager in regards to the daily activities inside and outside of the company. Support’s the Accounting department in preparing the budget costing. Support  the Civil Engineer in preparing civil works such licensing, contracting and others.  Prepare all the project submittals to the Consultant in order to be approved.  

Coordinate and follow up the site engineers regarding the status of all the outdated site activitiesin order to fast track the construction works. Report the site status to the Head Manager.

Researching for quotations from the Sub Contractors in order to provide a genuine supply for the running projects of the company. Answering inbound calls and responding into their concerns.  
Purchase order from the suppliers in order to provide genuine materials on time, complete and without any discrepancies of the materials needed at the site projects by the Engineers.
Real Estate Salesperson

January 2013 – October 15, 2015

JPME Realty Incorporated

Legazpi City, Philippines

Sell top commercial real estate properties and close the deal. Assisting clientele to visit the property and lead to them the house map location and maintain good relationship with the clients

Assist the client in preparing the necessarydocuments needed upon purchase of their preferred housing project. Top seller of the month.

Manage to provide key account. Present to the client about the best property they could afford in accordance to their needs, wants, lifestyle and budget.   Report the status of the clients/investors to the management. Working with the team to achieve the goal and manage Corporate Accounts.
Handle customer inquiry; resolve complaints to provide satisfying customer care.
Innovating marketing plan in order to target a prospective buyer in a designated area  by utilizing the marketing activities such as the following; Booth Manning, Saturation at the area  and meeting up with the client to present the developments,

Promoting and updating a new development to the site project in order to make the client or investors to be updated regarding to their house development, that aims to encourage and provide client’s needs.  Utilizing social media or any related medium in order to convey informationaccording to the promotions and development of the projects.
Auditor

June 2015 – October 2015

DSWD (Department of Social Welfare and Development)

Regional Office V, PBN Street, BuragwisLegazpi City

Auditing a whole region or barangay in order to identify the right family to be benefited of the government projects in accordance to their status: in education, economical, number of children, dependents and way of living.

Conducting a quantitative and qualitative household assessmentresearch of the qualified the beneficiaries of the said projects. 
Calculate an official count by using the SWDI method provided by the department of social welfare and development to properly audit the family income in equation to the provincial rate of the local government. 

Monitor all the beneficiary of the program at their designated area in terms of their improvement to their level of education, economics and social interaction.  

Account Executive

October 2, 2010 –December 15, 2010

Home Radio 92.3

Rizal St. Legazpi City, Philippines

Sell Commercial Advertisement for Radio advertisement by visiting into the establishment and arrange for product presentation. Closing deal and exceeding to the given monthly quota. 
Present the client’s preference of their commercial styles,company promotions, public relations to gain support from their target market. 
Develop newideas/trends   for commercial ads to convey a good relationship to the public market. Prepare and make Scripts for commercial production upon approval of the client. Produce a 15 minuter radio commercial advertisement. That includes the musical scoring, dubbing and editing. Present it to the client for finalization before plugging their commercial over the air.
Data Analyst/ Copywriter

March 30, 2009- November 30, 2010

Content Online Services Incorporated or Innodata Incorporated

Legazpi City, Bicol Region, Philippines

Copy writer of the  featured article to be publish online. Edit the hard copy of the data correct the errors spacing, punctuations, spelling, including letters. 
Proof reading an article to provide accuracy of the data
EDUCATIONAL BACKGROUND
Bachelor of Arts in Mass Communication [2001]
College of Arts and Sciences

Ago Medical and Educational Center, Bicol Christian College of Medicine (AMEC- BCCM)
Rizal Street, Legazpi City 4500 Philippines
TRAININGS AND SEMINARS ATTENDED WITH CERTIFICATION_______________________________________

TRAINING OF ENUMERATORS ON THE EFFECTIVE CONDUCT OF LISTAHANAN’S SECOND HOUSEHOLD ASSESSMENTHeld on May 26-30, 2015 (5 days) at Regent Hotel, Naga City. Conducted by the Department of Social Welfare and Development (DSWD)
CONTINUING PROFESSIONAL DEVELOPMENT ( CPD)
Date and Venue: May 7 and 8, 2015 Sambalas Grill Restaurant, Legazpi City
Theme: “ Success Begins : Starting your Real Estate Selling Career”  12 hours
Earned 12 credits unit . Conducted by: Cesar  E. Santos Real Estate Academy, Incorporated. 
LOCAL COUNCILS OF WOMEN (Las Brisas Hotel, AntipoloCity  /September to October 2002)
Conducted by:  The National Councils of Women Of the Philippines and Sambayanihan Foundation.
BUILDING BETTER COMMUNITIES THRU CIVIC JOURNALISM (Alicia Hotel, Washington Drive Legazpi City) Conducted by:   Coca Cola Export Corporation and Philippine Press Institute.
ROLE OF COMMUNITY PRESS (AliciaHotel, Washington Drive LegazpiCity  /May 15,1999)
Conducted by: Center for Culture and Mass Media and Albay Provincial Goverment in Cooperation with PRENSA Bicol.

PERSONAL INFORMATION
Status

: Single

Birth Date
:September 7, 1980
Citizenship 
: Filipino
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