
MARK 
Mark.352918@2freemail.com

OBJECTIVE:
To be able to gain experiences to develop and enhance my skills and potential and be able to contribute my service for the progress of the society as well as the organization I am part of.
SUMMARY OF QUALIFICATIONS:
· Excellent office administration skills.
· Excellent interpersonal and communication skills.
· Excellent customer service skills.
· Excellent sales and negotiation skills.
· Natural ability to work both alone or as part of a team.
· Strong analytical and problem-solving skills.
· Strong multitasking skills.

PROFESSIONAL WORKING EXPERIENCES:

Macro Chemical Company LLC
Sheik Zayed Road, Dubai U.A.E
Office Administration Manager (May 2011 – July 2016)
· Sort and distribute incoming mails to areas and staff within the organization and dispatch outgoing mail.
· Write business letters, reports or office memoranda using word processing programmes.
· Operates a range of office machines such a photocopiers, computers and faxes 
· Implementing department policies and changes.
· Handling Logistics/Making Payrolls/assistant Accounting.
· Undertake other duties such as banking, credit control and payroll function.
· Assisting the Managing Director/CEO for all everyday daily jobs.
· Answer telephone enquiries from customer, attend to visitor and assist other staff in organization with their enquiries.  

 



Ink All-You-Can/Simple Life Technology
Pasig City, Philippines
BRANCH Manager / Sales Executive/ Technical Assistant
October 2009 – January 2011
· Maintaining the store neat and clean according to mall standards.
· Ensures that the product would meet customer satisfaction.
· Attends to customer complaints and ensuring to solve accordingly.
· Responsible for daily and monthly sales revenue.
· Responsible for reaching monthly sales quota.
· Responsible in training new staffs/sales executive.
· Participating in company meeting/assembly and corporate planning.
· [bookmark: gjdgxs]Responsible for giving prompt and accurate information to customers regarding the products.
· Attending customer needs to ensure customer satisfaction.
· Attending incoming/outgoing calls regarding inquiries and complains of the customers.
· Filing all documents e.g. receipts, vouchers, stocks list, customers list.
· Rendering technical assistance to customers.
· Perform home and office servicing based on the needs of clients.


E-DREAM CORP.
Nagoya, Japan
ASSISTANT TECHNICIAN (August 2007- November 2008)
· Responsible for maintaining good quality products to ensures customer satisfaction.
· Ensuring quality and safety of work.
· Reporting and recording further maintenance requirements.


INOAC
Nagoya, Japan
QUALITY CONTROL ASSISTANT (June 2006 – October 2006)
· Assist technicians in providing comprehensive technical services.
· Assist in developing and implementing best quality practices and processes for product developments.
· Tabulate and document data relating to products, processes, materials, its qualities and reliabilities.

SONY – JAPAN
Nagoya, Japan
ASSISTANT TECHNICIAN/QUALITY CONTROL ASSISTANT 
April 2004– August 2004
· Helps troubleshoot and resolve problems relating to quality control aspects.
· Assist in maintaining, monitoring and ensuring highest quality in services and products.
· Responsible in assisting to develop and initiate quality of standards for tests, inspections and evaluations.






EDUCATIONAL BACKGROUND:

Tertiary				ASSOCIATE IN COMPUTER SCIENCE
2001 – 2003 				STI Campus
					Las Piñas City, Philippines

Secondary				LAS PIÑAS NORTH NATIONAL HIGH SCHOOL
1997 – 2001				Las Piñas City, Philippines	

Primary				BETTYS VERMILLION ACADEMY
1991 – 1997				Pasay City, Philippines
	

CERTIFICATIONS/TRAININGS ATTENDED:

THE ART OF SELLING
Training Hall (Everest Room)
Ink All-You-Can Head Office
Pasig City, Philippines
October 18-19, 2010

FINISHING COURSE FOR CALL CENTER
Informatics
SM Southmall Branch
Las Pinas City
July 2009 – August 2009

PERSONAL BACKGROUND

Age					: 30 y/o
Birth Date				: May 13, 1984
Birth Place				: Las Piñas City, Philippines
Sex					: Male
Height				            : 5”4’
Weight				            : 120 lbs.
Religion				: Roman Catholic
Languages				: Filipino & English
Visa Status				: Working Visa
[bookmark: _GoBack]
I hereby certify that all above statement are true and correct to the best of my   knowledge and belief.


