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Ma.Abegil J. Salvador                                                                                                       

OBJECTIVE
A suitable position in an organization seeking an extraordinary record of performance, exceeding sales targets and enthusiastic customer relations.

PERSONAL STRENGTH 
· I am well motivated person, enthusiastic, hardworking, flexible, fast learner, trustworthy, patient, team player and achiever. 
· Proficient in all facets of office procedures
· Effective interactive with all levels of Management
· Work autonomously or in a team environment to get the job done 
· Proactive attitude and an ability to think laterally providing ideas and solutions
· Utmost commitment and abided by the policies of the firm working with.
· Strong Administration and Organization skills
· Excellent Communication Skills, effective and efficient in getting work done.
· I can able to remain calm and efficient under pressure. 

WORK EXPERIENCE/ATTAINMENTS 

KATUN – Clear Image Technology LLC ( Dubai, United Arab Emirates )

Field / Industry: Supplier/General Trading /Leasing & Rentals 

Sales Coordinator / Customer Service Representative - June 2012– Dec. 2015
· Preparing Quotations, Sales Invoice, Delivery note, Purchase Order to our Supplier and GRN as per the company’s standard operating procedure.

· Coordinate and Monitor with our Logistic Dept. for Deliveries ensuring that products are supplied as per the given schedule.  Ensure that client recieve the goods and coordinate the same if any delays arise.

· Coordinate with the client for their Return Material Application ( RMA ), process the Warranty claims for approval.

· Preparing Lease Contract agreement, Rental Contract agreement and Annual Maintenance Contract Agreement.

· Monitor and Generate the Monthly Rental / Lease Charges for all the Contracts and ensure that client is satisfied with the services.

· Handling the schedule of our Technical team to be dispatch in client place to rectify the problem at site and respond to their complaints for the Machine on Rental / Lease and AMC.

· Providing general secretarial and administration duties, e.g. preparation of official letters and documentation.
· Responsible in Maintaining and updating the Monthly Sales report, Client Masterfile, updating /encoding Quotation List.

· Maintain and update the Record Spreedsheet booklist of Copier Machines for Rental / Lease and AMC – Annual Maintenance Contract.

· Implement and monitoring that official Document is properly filled and maintained enable to keep the proper tracking.
· Attending phone calls and responding to the client inquiries about the product, attending customer complaints and ensure that its attended by the respective Department.

· Direct reporting to the Managing Director
· After-sales Service
NAFFCO, National Fire Fighting Company ( Dubai, United Arab Emirates )

Field / Industry: MEP/ Engineering / Construction 

Sales Coordinator cum Secretary - Nov. 2008– April 2012  
· Assisting a group of  Sales Engineers and Technical Engineer in their daily Sales requirements to improve Sales and Invoicing to reach the given Target

· Follow up for Deliveries, Payments and Enquiries and fulfilling the client requirements

· Dealing quickly and efficiently with clients enquiries or complaints over phone and solving them within the given time period

· Providing general secretarial and administration duties, e.g. preparation of official letters and documentation, filing, compiling computer based reports.
· Coordinate with the Clients and Consultant for their queries for Technical Support, Testing & Commissioning and other related aftersales job and giving positive result.

· Scheduling our Technical team to execute Testing & Commissioning on the site and to attend Civil Defence Inspection as per the client request.

· Preparing Proforma Invoices and Supply & Installation Certificate approved by Civil Defence Authority, Warranty Certificates provided by a company standard format.

· Coordinate in Headquarters for getting the Technical submittal for the materials, Operation & Maintenance Manual and Warranty Certificate as per the provide request and supporting Documents.

· Providing the support to the Engineering Sales team and technical support function.

· Arranged Documentation files, encode various of data in computer
· Handling Project Files, Contract Agreement, Letter of Intent and Local Purchase Order.

· Doing the Estimation, Shopdrawing, Submittal and comply statement request as per our company standard format with the complete supporting documents.
· Performing excellent customer service and after sales service at all times.

E-MAX, Max Electronics LLC Landmark Gulf group, ( United Arab Emirates )

Field / Industry: Retail 

Front- End Incharge / Asst Cashier Supervisor-Aug. 2005 to Aug. 2008 
· Handling customer complain and give them the satisfactory solution

· Promotion and event management in department.

· Managing the team of cashiers & helpers

· Making monthly sales reconciliation and budget summary report.

· Communicate with the bank for any dispute and fraud transaction

· Supervising day to day Cash Handling, till operators, counting and remitting cash to the authorized bank, depositing cheque to the bank

· Direct reporting to the financial Administrator

· Over-all in charge in financial statement inside the store

· Fraud and Fraudulent control

· Coordinate with the Buyers for price revision

· Implementing Policy and procedure for improvement in the department and ensures strictly adherence to those standards

· Ensure that all the cashiers daily report are tally and correct

· Coordinates with the Floor Supervisor in Achieving Sales targets

· Establishes quality of customer service standards and procedures

· Staff shifts scheduling.

· Single point of contact between Management and staff. 

· Maintain In-store discipline and service standards.

· After sales Service
HIGHLIGHTS OF ACCOMPLISHMENTS
· Tertiary 
         
Philippine Christian University, Manila Philippines
2003 - 3rd Year   
Degree Earned:
Bachelor of Science in Accountancy
· Tertiary 
         
National Training Centre for Women (TESDA), Manila Philippines
1998 – Graduate 
  Degree Earned:
Hotel & Restaurant Management

PERSONAL INFORMATION 
 Date of Birth: August 25, 1981

Place of Birth: Dasmarinas Cavite Philippines

 Gender: Female



Marital State: Married

 Nationality: Filipino



Visa Status: Visit Visa
I hereby certify that the information is true and correct to the best of my knowledge and belief.

MA. ABEGIL J SALVADOR
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