Kennette Chin Loreto

Age:


27 years of age


Date of Birth:

December 06, 1988

Civil Status:

Single



Nationality:

Filipino

Religion:


Roman Catholic





CAREER OBJECTIVE:

To be able to find better opportunities that would fit to my interest and to enhance my knowledge as a successful person through the company’s growth.
EDUCATIONAL BACKGROUND:

Ateneo de Davao University




            Davao City, Philippines

Bachelor of Science in Human Resource Management

School of Business and Governance

Year 2009
WORK EXPERIENCE:
Landmark Leisure    




        Dubai, United Arab Emirates

Office Assistant/ HR Assistant/ Receptionist
July 2015 – May 2016
Duties:
· Maintains office schedule and office meetings.
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Answering and forwarding calls.

· Informing clients regarding cheques.

· Handling petty cash, Encoding and filing documents (petty cash vouchers).

· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information.

· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; stocking items; delivering supplies to work stations.

Doctor Chef      




        Dubai, United Arab Emirates

Receptionist            

December 2014 – May 2015
Working as a Receptionist at the DOCTOR CHEF DUBAI, pioneers of custom made therapeutic food for the people in the modern world. 

Duties:

· Assist in company’s branding

· Develop business proposals for new and existing customer

· Develop creative strategies to retain the clients

· Respond to the client queries regarding the product in a timely manner.

· Develop strong customer relationship in order to generate high volume of prospective clients.

Sunreach Distribution Corporation



Davao City, Philippines 
Invoicing Officer / Office Staff




April 2013- October 2014

Duties:
· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information.

· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.

· Maintains equipment by completing preventive maintenance; troubleshooting failures; calling for repairs; monitoring equipment operation; monitoring and purchasing meter fund

· Maintains office schedule by picking-up and delivering items using automobile.

· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status.

Papats Food Products




Davao City, Philippines 

Sales Coordinator                             

August 2012- January 2013

Duties:
· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Writing up accurate and grammatically correct sales correspondence.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Ensuring that staff uniforms and personal appearance are always clean and professional.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Organizing sales promotional campaigns.

· Contacting potential customers to arrange appointments.

· Speaking with customers using clear and professional language.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sakes orders or delivery dates.

· Responding to sales queries via phone, e-mail and in writing.

· Accurately analyzing and assessing statistical data.


Maestri del Cioccolato Incorporation



Davao City, Philippines

Office in Charge/Office staff            

May 2011 – November 2011

Duties:

· Managing all the sales related activity of the company.   
· Design and maintain complex user roles, security, profiles, workflows rules, etc.
· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.
· Handling Petty Cash
· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.
Ardent World Incorporation




Davao City, Philippines
Sales Operations Administrator             

October 2010 - January 2011

Duties:

· Work closely with sales management, business analysts, developers and vendors in the design & configuration.
· Provide customized solutions through the use of system triggers, workflow, formulae and automations
· Increase efficiencies through effective management of capabilities, capacity and storage.
· Design and maintain complex user roles, security, profiles, workflows rules, etc.
· Ensure data integrity through the appropriate use of de-duping and data loading tools for bulk imports of data
· Assist users with report, query and dashboard creation
· Manage and maintain reports, dashboards, email templates, etc.
· Maintain and support custom objects, fields, applications, etc.
· Create and maintain the Sales Operations Handbook.
Gaisano Mall of Davao





 Davao City, Philippines
Sales Representative 
(Sports wear/ Shoe Department)            

September 2009 – September 2010
Duties:
· Helping clients select shoes that will make them happy in terms of overall fit, style and their budget.
· Contribute to team efforts in accomplishing organizational goals.
· Responsive to customer needs.

· Knowledgeable to product line.

· Gather current marketplace information on newly introduced products, delivery schedules, pricing and merchandising techniques in order to monitor competition.
· Contribute to team efforts in accomplishing organizational goals.
· Approach the customers in a good way, with patience, charm and respect.

PERSONAL SKILLS

· Proficient in written and spoken English language

· Computer literate in MS applications

· Good in public relations

· Handles administration

· Makes trade marketing plan/program

· Manages Inventory

· Monitoring sales

· Records report

· Purchase orders
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