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Vangie 
Vangie.349721@2freemail.com
PERSONAL SUMMARY

I am a hard working individual who strives to reach my goals by applying the knowledge that I gained from my experiences in different fields of work. Being able to easily adjust and excel in different situations, I can say that I will be a great addition to your company.
OBJECTIVE

To obtain a position where I can utilize my skills and knowledge as a Sales Representative to achieve the company’s sales goals.
EMPLOYMENT HISTORY
AL SULTAN MEDICAL AND PHARMACEUTICAL SUPPLY

Sales Representative

May 2015 –  2017
Dubai, United Arab Emirates

Duties and responsibilities
· Building and maintaining positive working relationships with medical staff and supporting administrative staff.

· Keeping detailed records of all contacts.
· Reaching (and if possible exceeding) annual sales targets.
· Planning work schedules and weekly and monthly timetables.
· Keeping up to date with the latest clinical data supplied by the company.
· Monitoring competitor activity and competitors' products.
ICONIC REALTY PROPERTIES 
Administrative Receptionist

June 2013 To 2015 .Tecom, Dubai
CRM MANAGEMENT

· Do Listings on website and other marketing sites according to approved template.

· Doing necessary changes and updates on the listings as required.

· Forwarding and Allocating Listings and Leads to specialized agent as required.

· Screening and uploading pictures.

· Refreshing properties on portals.

· Making sure credits are always utilized on the portals.

· Acting as an Advertising Coordinator through listed websites.

· Determining Market prices of the properties to be listed.

· Evaluating and classifying listings accordingly.
ADMINISTRATION

· Answering phone calls on professional manner and passing leads to concerned Agents.

· Schedule appointments and organize meetings.

· Maintaining office monthly petty expenses.

· Prepare support documents for submission to Ejari, Emicool & Dewa.

· Prepare Contract A, F, B and Tenancy contract.

· Obtaining the Marketing Permit From Dubai Land Department through Trakeeshi System
· Verify property listing documents from the the brokers.

· Deal with queries from internal and external customers professionally and efficiently.

· Full administrative support to Brokers by typing necessary letters, documents & agreements

· Documentation of closing deals.

· Familiar with Real Estate laws and regulations
LAYALI BEIRUT RESTAURANT & CAFE 

Waitress

March 2011 –  May 2013
Alzahra Ajman United Arab Emirates
Duties and responsibilities
· Greet new customers and escorted them to their tables.

· Present menus and answer questions about the cuisine, making recommendations upon request.

· Wrote customers’ orders and conveyed to kitchen staff.

· Take orders from customers and serve food, drinks and deserts.

· Serve specialty dishes to customers at tables as required.

· Check to ensure that customers are enjoying their meals – take actions to correct any issues, as needed.

· Prepare bill/receipts and collect payment from customers.

· Clean tables and other areas as needed, after clients departed.
EDUCATIONAL BACKGROUND

Vocational Course : Associate of Science of Health Education (ASHE)
Liceo de Cagayan University

Rodolfo N. Pelaez Blvd, Cagayan de Oro City

College : Bachelor of Science in Nursing 
Liceo de Cagayan University

Rodolfo N. Pelaez Blvd, Cagayan de Oro City
PERSONAL DETAILS

Place of  birth  
: 
Cagayan de Oro City, Philippines

Gender             
: 
Female

Status               
: 
Single

Citizenship      
 : 
Filipino

