MARINOR V. DORUELO 

__________________________________________________________________​​​​​___________
CAREER OBJECTIVE: To obtain a challenging position that allows me to utilize my skills and to assist in advancing a business that offers a good employment opportunity. 

>SKILLS

Computer literate MS-Word, Excel, PowerPoint and Spreadsheet

Good oral and written communication skills


Public relations and manpower management 


Sales and Marketing skills


Driving skills

· WORK EXPERIENCES
September 2014- April 2016



Account  Manager









AGP Corporation










Bacolod City, Philippines

· Duties and Responsibilities:
-Services existing accounts, obtain orders and establishes new accounts
-Evaluate clients capacity to apply for credit accounts
-Focuses sales effort by studying existing and potential volume of dealer

-Submit orders by referring to pricelist and product literature
-Submit proposals to prospect client
-Submitting activity and result reports, such as daily call sheet and weekly plans

-Recommends changes in product, service and policy by evaluating result and competitive  

  development

-Resolves customer complaints by investigating problems, developing solution and  

  preparing report
-Communicate with the Area Head and provide daily Sales update 
October 2011-June  2014



Station Cluster Officer








Seaoil Philippines Incorporated









Bacolod City, Philippines

· Duties and Responsibilities:










-Monitors station inventory, purchases/ order of fuels, lubes and Alpg.

     -Monitors of prices

     -Monitors station's volume performance and profitability

     -Coordinates with the Station Brand Implementation Department (SBID) Image and     

        Technical pertaining to all technical concerns arising from stations

     -Proposes station renovation, construction and improvements if necessary 

     -Proposes marketing promotion for the station if necessary. 

     -Coordinates customer complaint/s to Marketing Customer Relations 

     -Reviews station monthly audit results 

     -Assists Station Operations of Company Operated Stations Assistant Manager in 

       preparing annual target and budget

     -Ensures that operational procedures as per Basic Station Operations Manual are followed 
       such as but not  limited to station cleanliness and maintenance, delivery procedures, 

       customer service procedures, cashiering and cash management procedures, etc

      -Coordinates with Human Resources Management and Development (HRMD) Department    

        regarding Recruitment of station personnel

June 2010- August 2011




Front Desk Officer








Circle Inn Hotel & Suites








Bacolod City, Philippines

Duties and Responsibilities:
   -Handles telephone calls at the Front Desk to respond to current prospect guest’s
   -Greet walk-in guests and guest with reservations when they arrive at the Front Desk
   -Book reservations for individuals, families and groups as required 
  - Handle guest check-in and check outs appropriately

  -Operate hotel switchboard, take calls and provide information and transfer calls

  -Provide guests with room keys and call for room attendants

  -Manage accurate accounting of all rooms

  -Compute bills and take payments

  -Contact housekeeping and maintenance department when a problem is reported

  -Balance cash at the end of the shift and generate accounting reports for the benefit of the     

    next shift 
January 2008- April 2010



Administrative Officer








Manila International Travel and Tours









Metro Manila, Philippines
Duties and Responsibilities:

  -Assist on Sales and Marketing activities and programs of the company

  -Maintain presentations, record, spreadsheet and databases

  -Organize storing paper works, document and computer- based information

  -Devising and maintain office systems

  -Arrange meetings, taking minutes, keeping notes and compile
  -Assist monthly audit through excel 

  -Answer telephone inquiries 
  -Check and manages incoming and outgoing emails
  -Create letters and schedule appointments of the VP

  -Coordinate meetings and organize catering

July 2004- October 2007




Sales Coordinator








Robert Bosch Inc.








Makati, Metro Manila, Philippines

Duties and Responsibilities:

  -Efficiently respond to all incoming sales inquiries by telephone, fax or walk in 
  -Coordinating all detail for the clients including dispatch of delivery 
  -Process/ encode customer orders through SAP system
  -Coordinates with Sales Representative with their booking

  -Ensure correct and fast encoding of purchase order

 - Respond and coordinate all internal meeting requests
- Monitor monthly sales and ensure to hit target quota

· EDUCATIONAL  ATTAINMENT

Bachelor of Science in Education

University of St. La Salle- Bacolod City, Philippines

1999-2001

Bachelor of Science in Tourism

La Consolacion College- Bacolod City, Philippines

2001-2004
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