KAREN D. CORALDE




PERSONAL INFORMATION:
      Age


:           29 yrs. Old
      Sex


:
Female
      Birthday


:           March 11, 1987

      Civil Status

:           Single

      Religion


:           Roman Catholic

      Nationality

:
Filipino
      Height


:
5’4
      Weight


:
110 lbs

      Language Dialect

:
English, Tagalog & Waray

EDUCATIONAL BACKGROUND:

TERTIARY:

University of Eastern Philippines
         June 2004- March 24,2008
Bachelor of Arts in Journalism

UEP, Catarman N. Samar

SECONDARY:
Colegio de Sta. Teresita                               June 2000-March 20,2004



Laoang, Northern Samar
PRIMARY:

Laoang I Central Elementary School            June 1994 -March 2000




Laoang Northern Samar 

OBJECTIVES:    
         To obtain a responsible and challenging position that will utilize my education background and experience expand my knowledge and offer my opportunities for personal and professional growth. 
         To continue upgrading knowledge and potential with my career endeavor.
WORKING EXPERIENCE:
1. The Shang Grand Tower Condo Corp.
                               Shang Properties

Concierge/Administrative Associate (to the Property Manager)
(March 17,2014-July 28,2016)
DUTIES AND RESPONSIBILITIES AS AN ADMINISTRATIVE  ASSOCIATE
· Answer general phone inquiries using a professional and courteous manner

· Direct phone inquiries to the appropriate staff members
· Prepare payroll for staff using INSYS. Schedule duty roster of staff.

· Reply to general information requests with the accurate information

· Greet clients/suppliers/visitors to the organization in a professional and friendly manner

· Use computer word processing, spreadsheet, and database software to prepare   reports, memos, and documents
· Sort incoming mail, faxes, and courier deliveries for distribution

· Prepare and send outgoing faxes, mail, and courier parcels

· Forward incoming general e-mails to the appropriate staff member

· Purchase, receive and store the office supplies ensuring that basic supplies are always available

· Code and file material according to the established procedures

· Back-up electronic files using proper procedures

· Provide secretarial and administrative support to management and other staff

· Make travel, meeting and other arrangements for staff

· Coordinate the maintenance of office equipment

2.  Marketing Officer/Recruitment Officer

Hiro Global Manpower Inc

Makati City

                    (September 2,2013 – December 27,2013)

· Responsible for sending manpower services proposals to different companies and agencies outside the                  country.

· Develop and implement appropriate strategies by selecting, segmenting and targeting markets through internet.
· Supporting the marketing manager in day to day marketing activitiesTo undertake any reasonable duties at the request of the marketing manager.
· To assist with the implementation of the marketing strategy with specific objectives and targets as agreed.
· Identify, develop, and evaluate marketing strategy, based on knowledge of establishment objectives, market characteristics, and cost and markup factors.

· Receiving and attending phone calls, e-mails/mails and messages of employers, applicants, co-employees and concerns of management.

· Responsible in sourcing of candidates per job order by the client with the use of internet database (through workabroad.ph/ jobstreet.ph)

· Conducts initial interviews, orientation and processing applications.

· Step by step procedure for selected applicants (medical, signing of Commitments-the Hiro Global Manpower Process, PDOS and family involvement etc.)

3.  The St. Francis Shangri-La Place Condominium Corporation




  

   Shang Properties



            
Concierge/ Administrative Associate




     (May 5, 2010 – July 11, 2013)

DUTIES AND RESPONSIBILITIES AS AN ADMINISTRATIVE  ASSOCIATE
· Answer general phone inquiries using a professional and courteous manner

· Direct phone inquiries to the appropriate staff members

· Reply to general information requests with the accurate information

· Greet clients/suppliers/visitors to the organization in a professional and friendly manner

· Use computer word processing, spreadsheet, and database software to prepare   reports, memos, and documents
· Sort incoming mail, faxes, and courier deliveries for distribution

· Prepare and send outgoing faxes, mail, and courier parcels

· Forward incoming general e-mails to the appropriate staff member

· Purchase, receive and store the office supplies ensuring that basic supplies are always available

· Code and file material according to the established procedures

· Back-up electronic files using proper procedures

· Provide secretarial and administrative support to management and other staff

· Make travel, meeting and other arrangements for staff

· Coordinate the maintenance of office equipment
DUTIES AND RESPONSIBILITIES OF A CONCIERGE
· Customer service: A concierge needs the ability to meet and exceed guests'/unit owner’s expectations and provide services they need.
· Manage schedules and people: Keep up with guest schedules and remind guests of appointments.
· Multi-tasking skills: Concierges must be able to do several things with constant interruptions.
· Problem solving: Concierges face all kinds of problems and issues and must readily solve these to the satisfaction of guests.
· Handles bills/mails of residents and guests
 
4.

Reyes Hair Company International Inc.

                                                     Marketing Associate



        (October 10, 2008- May 2, 2010)

DUTIES AND RESPONSIBILITIES:
· Handles events, sponsorships and exhibits documentary materials:
· Video

· Pictures

· Print Ad

· Other materials

· Establishes connection with the press people concerning requirements on ad placement and other media mileage.

· Conceptualizes and prepares RHC newsletter for endorsement and printing.

· Responsible for gathering information and supporting materials for RHC grand openings to be endorsed for press release.

· Coordinates monthly promo details with the consultants.

· Responsible for research and evaluation of new marketing ideas and strategies.
· Check and monitor marketing promo results and feedback collaboration.
· Responsible for the collection and evaluation of the following:

· Tracking sheet for promos

· Customer survey form

· Customer report

· Phone brigade
· Files all marketing documents
· Provides blessing preparation assistance for newly opened RHC branch.

· Handles nationwide distribution of all marketing materials and paraphernalia

· Coordinates with the marketing managers for conceptualizing advocacy projects and promos.
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