Email Add.: canari.367842@2freemail.com
OBJECTIVE


To seek a position where I can fully utilize my acquired skills, knowledge and experience through continuous practice, and to take more opportunities for my additional knowledge and to my career growth
PERSONAL QUALIFICATIONS


Creative, energetic, levelheaded, team spirited, works well under pressure, organized, resourceful and has a strong sense of responsibility.

WORK EXPERIENCE
YOUR DENTAL CENTER LLC
Khalifa City A, Southeast 5, Villa 2, Abu Dhabi UAE
Your Dental Center is a newest and high quality standard dental clinic in Khalifa City A.
OFFICE ASSITANT CUM HOUSEKEEPER
January 4 2016 up to Present
· Formulate the paper works like photocopying, scanning and printing
· Monitoring and assisting of Patients and other Visitors
· Maintaining and arrangement of all Medical Waste
· Maintaining the cleanliness of the facilities
· Making coffee or tea to the patients and visitors
4 BROTHER’S KITCHEN & CAFÉ

Block 09 Lot 18 Unit B San Manuel 1, City of Dasmariñas, Cavite, Philippines

4 BROTHER’S KITCHEN & CAFÉ is a newest & first opened kitchen & café shop in San Manuel 1, Cavite.
MARKETING PLANNER
October 28 2015 to November 2015
· Works mainly in Marketing Department 
· Formulate the promotions and advertising collaterals

· Formulate strategies for better standard operating system

· Seek & explore events opportunities like parties, wedding and corporate

· Monitor & assist the Shop Supervisor in the kitchen, cashier & dining area

· Monitor the daily sales  and inventory report
SUMMIT RIDGE HOTEL (TAGAYATAY)

Tagaytay City, Philippines

SUMMIT RIDGE HOTEL (TAGAYATAY) one of the Famous hotel in Tagaytay, Philippines with overlooking
Taal Lake.
BELLMAN

March 2011 – May 2012
· Works directly under the supervision of Concierge Manager
· Helps customer with their Luggage while Checking In or Out.

· Assisting Guest into Valet Cars, Calling Taxi or Cab and giving direction.
RGM EXHIBIT & EVENTS SERVICES
Block 6C Lot 9, Lessandra Molino 1, City of Bacoor, Cavite, Philippines
RGM EXHIBIT & EVENTS SERVICES, an exhibition contracting company in the Philippines
PROJECT COORDINATOR
August 2014 to November 2015
· Works directly under the supervision of Sales & Marketing Director
· Formulate quotations and effect negotiations with clients for contracted sales / project works.

· Liaise between clients and other departments with ocular inspection, technical meeting, on – site set up and egress.

· Formulate & prepare all internal & pertinent documents from preparation to implementation of a particular project.

· Assist Accounts department in updating & collecting client payments for all delivered accounts.

· Seek & explore other business opportunities by visiting events.

· Maintain project database such as photo-keeping and project profiles.

· Maintaining and keeping updated database of all old and new clients handled including all documents & papers referring to the account from quotation to invoicing, delivery report, etc.
· Assist all internal activities such as incoming calls, inquiries, and acts as reliever in the absence of personnel handling urgent projects & accounts (as per advise by the dept. head)

· Submit Sales Forecast and project report anytime as dictated by the department head or the management.

· Preparing and monitoring of weekly sales forecast of sales and marketing department
· Preparing summary of sales forecast (monthly) and submit to VP Sales & Marketing 
ARMSCOR SHOOTING RANGE INC. (ASRI)
Armscor Avenue, Parang, Marikina City, Philippines
ARMSCOR SHOOTING RANGE INC. (ASRI) one of the biggest companies in the firearms, ammo and 
Shooting Range in the Philippines. 
SALES REPERSENTATIVE
 July 2012 - July 2014
· Works directly under the supervision of Sales & Marketing Manager

· Formulate costing for the particular specs of job requirements.
· Formulate quotations and effects negotiations with clients for contracted sales / jobs order.
· Coordinates with Accounting for invoicing & collecting payments from clients.

· Coordinates with Messenger for the delivery of jobs, pick-up/return the cd’s to or from clients and approval of proofing for job works before running/printing of items.
· Prepares and handles typewritten sales reports, letters, and other documents necessary. 
· Prepares and handles incoming and outgoing quotation & job orders.
· Prepares and handles incoming and outgoing correspondences and fax messages.
· Ensure an efficient filing system for all marketing documents.
EDUCATIONAL BACKGROUND

Training

Oct. to Nov.2016

Filipino Association for Computer Excellence






Abu Dhabi, United Arab Emirates
Course

Home Design (Auto Cad and Sketch Up)

Tertiary

2002 



National College of Science & Technology







 City of Dasmariñas, Cavite






Course

Associate in Computer Technology
Secondary

2002 – 1997


Polo National High School








Valenzuela City, Philippines
PERSONAL BACKGOUND


Birthday



:
March 17, 1985


Civil Status



:
Single

Gender




:
Male

Citizenship



:
Filipino


Religion




:
Catholic

