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CAREER OBJECTIVE
To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently for organizational growth. 
WORK EXPERIENCE
Customer Service Representative / Sales Support
Pentair Middle East FZE

Dubai – UAE

August 2016 - March 2017 
· Handling customer inquires whilst providing a high quality of service to each caller.

· Send all inquires to the Sales Engineer & Application Engineer.
· Receive & check the PO’s & coordinate to Application Engineer to ensure all prices are correct & technically clear. 
· Process & register all PO to SAP.
· Assisting customer complaint and coordinate to the sales engineer & factory to resolve the issue.
· Tracking sales orders to ensure that they are scheduled and sent out on time.
· Communicate to the customer & freight forwarder regarding shipment.
· Prepare a credit memo.
· Process warranty sales FOC order. 
· Process sales return order.
· Prepare Proforma Invoice.
· Follow up payments.
· Coordinate with finance regarding payment, credit limit & credit blocked of the customer.

· Send all required documents to the customer regarding shipment of their order.
· Attend weekly meeting & discuss the status of PO’s to the factory.
· Prepare & submit weekly update to the sales engineer regarding order & deliveries.
· Maintain sales records and prepare sales activity reports.
Sales Coordinator

Power Solution Industries L.L.C
Ajman - U.A.E
September 2008 – August 2016 
· Receive all incoming Inquiries from Estimation Head.
· Maintain Inquiry No. to the system and registration book.
· Ensure Company Details of new customer will be sent to Accounts Department.

· Forward all the inquiries to Sales Coordinator & Sales Support Staff for Estimation.
· Convert estimation sheets into costing & quotations using ERP System.
· Organize & arrange file for quotations.
· Receive & check all incoming PO price against quotations and price list.
· Ensure all the discounts are approved by Sales Manager. 

· Confirm payment terms of the customer to Sales Engineer & Sales Manager.
· Check Credit Limit & Balance Available of the Customer before processing the Purchase Order.
· Coordinate to Commercial Officer & Finance Manager regarding customer accounts.
· Convert LPO into Sales Order.
· Raise Work Order against Sales Order in the system for production purposes.
· Received and file the signed Work Order by the General Manager.
· Coordinate to production team regarding deliveries.
· Prepare Delivery Note. 
· Check pending deliveries.
· Prepare Invoices & Proforma Invoice. 

· Ensure Invoices are made for all deliveries in every end of the month. 

· Check all signed Delivery Note & Invoices by the customers.
· Prepare a report to Accounts Dept. regarding Delivery Note & Invoices.
· Submit all signed copies of Delivery Notes and Invoices to Accounts Dept. 
· Prepare and submit Daily Sales Report, Delivery Report & Total LPO to Chief Executive Officer, General Manager, Business Development Manager, Finance Manager, Sales Manager, Controller Operations, Estimation Head and Sales Engineer.
· Prepare and submit Customers Wise Report for Sales and Delivery to General Manager and Sales Manager.
· Prepare and submit Monthly Invoice – Sales Order Details as per Project of each customer to General Manager.
· Prepare Annual Sales Report & all the Sales Report needed in the office.
· Filing related correspondence/documents in respective job files.
HR Assistant
Citimart Group of Companies

Batangas City, Philippines

March 2006 – April 2008
· Assists the Department Head in the different functions of Human Resources such as recruitment, employees’ files, benefits and personnel training and development.
· Announces job openings or vacancies based on the personnel requisitions; assists during hiring by giving exams and conducts preliminary interviews to qualified applicants.
· Conducts orientation/induction to all newly hired employees about the company rules and regulations, policies and business.
· Prepares appointment papers of newly hired employees, monitors employment status and personnel movements.
· Provide assistant and processed employee’s benefits such as Social Security System, Philippine Health Insurance, Pag-Ibig Fund and Government Service Insurance System. 
· Keeps and updates confidential records in the employees Files.
· Attends to employee’s claims and needs such as certificate of employment and certification of contribution.
· Prepares and issues identification card and uniform, and processing of clearance during resignation/end of contracts.
· Prepares memos, correspondence and any written requirement of the Department Head.
· Checked Daily Time Record of the employee’s.
Executive Assistant
Citimart Group of Companies

Batangas City, Philippines

January 2005 – March 2006
· Manage day to day operations of the office.
· Answer and manage incoming calls.
· Receive and interact with incoming visitors.

· Organize and maintain files and records.

· Prepares and edits correspondence, reports, and presentations.
· Manage and coordinate executives' schedules, meetings, appointments, events and travel arrangements.
· Coordinate with the Department Head.
Medical Admission Clerk / Receptioinist

Batangas Regional Hospital 

Batangas City, Philippines

June 2003 – December 2004
· Assist the patient in appropriate manner.  
· Record their medical information and problems.
· Store all information on the system for the sake of the doctors, nurses, patients, and family members.
· Answers phone calls and emails.
· Assist patients in filling out hospital admission forms.
· Take and record patient transfer and discharge information.

· Schedule patient’s appointment in accordance to physicians’ calendar.

· Performs data entry duties such as insurance work and calling insurance companies for specific information on a patient.
· Ensure that it's valid; make copies of the insurance card and the patient's identification card. 
· Enter or update billing information in the computer.
· Discuss the billing process and assist them to the billing section.
· Responsible of filing & keeping and document archiving.

· Handles & distributes incoming & outgoing post.

EDUCATIONAL BACKGROUND

 Bachelor of Arts Major in Behavioral Science
        
 Batangas State University, Philippines (1999 - 2003)

SKILLS

· Computer Literate MS Office (knowledge on Microsoft Excel, Microsoft Word, Microsoft Outlook Express, Microsoft Internet Explorer, VISACC & SAP (ERP System).  

· Good initiative and ability to work under pressure.

· Strong communication and interpersonal skills

· Good command of both spoken and written English

Nationality

:
Filipino
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