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Education

College: 
Notre Dame of Dadiangas University, General Santos City, Philippines 2007-2011(Bachelor of Science in Information Technology)

Computer Skills

MS Office, MS Excel Applications, MS Power Point  Software, MS Outlook, World Wide Web
TRAININGS & SEMINARS

· Sensor Technology: 1st Step to Mechatronics, RSA Automation and Robotics (Notre Dame, Philippines)

· Software Freedom Day

(Notre Dame IBED Lagao, Philippines)

About Me

Date and place of birth: December 29, 1990 
Klinan 6, Polomolok

South Cotabato,

Philippines

Height:  5’
Visa Status : 

Residence Visa/
For Cancellation
Nationality: 

          Filipino

Language:

       Tagalog, English

References are furnished upon request

 


	Competency Summary

Experiences:

· Business Development Executive |Administrative Assistant
· Customer Activation Officer 

· Promotions and Merchandising Officer
· Administrative Assistant Coordinator |Receptionist

· On the Job Training (Encoder|Receptionist)

Skills: 

Excellent Communication skills, developed through experience in customer service and account officer.
Computer Literacy through work experience in software programming and applications. A Team Player who prospers in a fast-paced work.

Relationship building skills through work experience in teamwork, team building and student leader. 

Time management and Decision making skills.
Adaptability and ability to work under pressure

Confident, Hardworking who is committed to achieved excellence.
Career History

CrazyDeals General Trading LLC 
November 2015- May 2017 
ArRashidiyah, Dubai, UAE
Business Development Executive|Administrative Assistant
· Tasked to arrange an appointment and meet New Suppliers

· Filing the Agreement Form and other important documents
· Dealing with the Supplier’s Concerns through emails and calls
· Supervised stocks availability from the Supplier

· Stocks Update
· Checked Competitive Report
· Promotes the Stocks through Advertisement
· Responsible for the higher sales for assigned category
· Excellent communication skills
Nebraska Distributor (Delmonte Philippines)
September 2011- August 2015
Koronadal City, South Cotabato, Philippines

Customer Activation Officer|Promotions and Merchandising Officer
· Supervised stocks availability from the Accounts.
· Monitored the proper Implementation of Merchandising and Promotions.

· Promotes the Stocks through Advertisement.

· Accountable for internal data reports for management.

· Attend meeting every End of the Month as directed by the management.
· Responsible for higher accounts sales quarterly
· Excellent communication skills
· Exposed with a wide variety of people having a different personality.
Nebraska Distributor (Delmonte Philippines)

May 2011- August 2011 
Koronadal City, South Cotabato, Philippines 
Administrative Assistant Coordinator|Receptionist
· Responsible on handling the Bad Orders from the Accounts
· In-charge for Checking the Accounts Returns

· To Ensure that the Collectors has their own copy of the Returns
· Disciplined, self-motivated and result oriented.
· To Support and help the sales team in their Initiative programs.
· Welcome visitors by greeting them, in person or on phone; AnsweringInquiries.
· Ability to Organize, Multi-Task, Prioritize and work Under Pressure.
· Proficient with Microsoft Office.
· Dealing with Letters and Emails.
PhilHealth, General Santos City

July 2010- November 2010 
General Santos City, Philippines


On the Job Training (Encoder|Receptionist)
· EncodesMember’s Data Forms.

· Ensure Member’s payments.

· Excellent communication skills.
· Assist members in different health forms.

· Handling customer concerns over the telephone and emails.




