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_____________________________________________________________________________________________

Position applied for:  
Objective
· To be associated with a company that will provide assured career growth and maximum Professional Development.

· To be able to work in an organization where my experiences, skills and capabilities I have acquired could be utilized, and which could be an avenue for my professional growth and personal development.

· To be able to contribute to the realization of the vision and mission of the company I will work for.
Personal Data
Date of Birth

:
August 24, 1981

Birthplace

:
Pasig, Metro Manila
Height


:
5’6”
Weight


:
140 lbs.
Age


:
35
Educational Attainment
· Far Eastern University

Manila, Philippines


Bachelor of Math Major in Computer Science


June 1999 – October 2001 (Undergrad)

· Rizal High School


Pasig City, Philippines


Secondary Education – High School

June 1994 – March 1998 

Working Experience

· The Results Companies -Alaskaland –October 14, 2014 - June 06, 2016
120 Eulogio Rodriguez Jr. Ave, Pasig, 1604 Metro Manila

Philippines
Position: Customer Advocate Representative/ Retail Sales
Duties and Responsibilities:
· Attending all inquiries via phone call.

· Attending all clients, guests and giving a good customer service.

· Resolve Customer complaints via phone.

· Use telephones to reach out to customers and verify account.

· Greet Customers warmly and ask certain problem or reason for calling.

· Canceling orders, tracking packages.

· Assist guest for placing the order, getting refunds and replacement.

· Making sure that issue will resolve before the call ends.

· Do other duties that are assigned from time to time.

· Europcar (MSIC Transportation Inc) – June 01, 2012 – November 29, 2013
404 A. Rodriguez Avenue, Manggahan 1611

Philippines
Position: Rental Sales Officer
Duties and Responsibilities:
· Attending all inquiries via phone call and personally.

· Attending all clients, guests and giving a good customer service.

· Taking all necessary documents to the customer/guests.

· Taking all reservations and log it on the system.

· Opening and closing Rental Agreement on the system.

· Updating all reports on the system.

· Do all necessary documents and reports to be submitted to the branch manager on a daily basis.

· Submitting all open & closed Rental Agreement, Cash Reconciliation and Daily Branch Report to Branch Manager.

· Do other duties that are assigned from time to time.

· Jumbo electronics Co. LLC - January 30,2011 – Feb. 03, 2012
Al Karama, Dubai UAE 

Position: IT Coordinator cum Sales Coordinator

Duties and Responsibilities: 
· Process delivery order.

· Coordinating with store department and warehouse for collect and delivery of goods.

· Doing Key delivery order and invoices.

· Updating on-approval delivery order (i.e. goods taken by customers for trial).

· Debt collection.

· Updating outstanding purchase order.

· Updating daily sales records, customers’ sales records and price change information.

· Updating sales orders.

· Following up on the outstanding invoice.

· Assisting Sales / Marketing Executives to prepare quotation for customers if necessary.

· Attending to call-in customer Inquiries.

· Updating the changes in customer information.

· Strict Adherence to timelines. 

· Do other duties that are assigned from time to time.
· Europcar (Dubai Rent A Car LLC) – April 06, 2008 to December 23, 2010
Al Quoz, Dubai UAE
Position: Follow-up Clerk
Duties and Responsibilities:
· Attending phone calls and passing all of the information to the Manager/Supervisor.

· Attending all e-mails.

· Opening and Closing Rental Agreements manually and on the system.

· Updating all Rental Agreements manually and to the system.

· Do all Administrative works.

· Do other duties that are assigned from time to time.

Position: Receptionist
Duties and Responsibilities:
· Attends phone calls and connecting to the concerned staff.

· To take messages in the absence of Staff.

· To dial and connect the requested numbers by staff.

· To attend visitors.

· To update Mobile phone and contact numbers of staff and locations to the system.

· To type and prepare LPO”s.

· To arrange and send couriers/post.

· To distribute incoming postal to respective departments.
· Give proper reservation and scheduling for the conference room
· Precise attention to detail.
· Dealt with customer service concern and complaints
· Do other duties that are assigned from time to time.

Position: Rental Agent
Duties and Responsibilities:
· Attending all inquiries via phone call and personally.

· Attending all clients and giving a good customer service.

· Taking all necessary documents to the customer.

· Sending Car reservations to Operation Department.

· Opening and closing Rental Agreement on the system.

· Updating all reports to the Log books and on the system.

· Checking all the cars coming in and out.

· Submitting all closed Rental Agreement to Accounts Department.

· Sending car with bad condition to Garage.

· Doing telemarketing on free time.

· Do other duties that are assigned from time to time.

· Fashion For Less – December 5, 2007 to February 16, 2008
Dubai Outlet Mall, Al Ain Road

Majid Al Futtaim Group of Company
Position: Sales Associate ( Part Timer )
Duties and Responsibilities:
· Attends to the needs of the customer.

· Maintains cleanliness on the working area.

· Arrange the items properly.

· Set-up and maintains filing system.

· Check the price and put price to the items to be display.

· Checking the trying rooms from time to time.

· Do other duties that are assigned from time to time.
· Citibank Ortigas – October 2005 to April 2007

Position: Telemarketing Advocate
· Encouraging and promoting our products via telephone call.

· Do other duties that are assigned from time to time.

· Yasaka Manufacturing Corporation Inc. – August 2003 to September 2005

Position: Inventory Clerk
· Daily checking of stocks.

· Check the in and out of the products 

· Computing invoices

· Conducting monthly inventory.

· Do other duties that are assigned from time to time.

Capabilities & Skills
· Computer literate (Words, Excel, Power Point and Internet Explorer).

· Knowledge in Accounting Work (Inventory, Computation of Invoices).

· Can work under pressure and with minimum supervision.
· Have good telephone personalities and strong sales skills.
· Team player and hard working.
I hereby certify that the above information is true and correct to the best of my knowledge.

