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RIO
RIO.371353@2freemail.com   

Visa Status: Leisure Visa (valid until Sep. 17, 2017)

OBJECTIVE

To build a long-term career in a dynam ic and interactive workplace with opportunitties for career growth, consequently, inspirin g me to use my skills in the best possible way for a chieving the company’s goals.

SKILLS AND QUALIFICATIONS

Tender Management Quotation Preparation Customer Service

Team Coordination Time Management Strong work ethic

WORK EXPERIENCE:

Company:
FLOWTRONIX (FT) LT D.

Location:
Al Nahyan Camp, Abu Dhabi UAE

Position:
Sales & Marketing Support

(Projects, Tenders and Contracts)

Duration:
June 2016- May 2017

Job Description:

Tender Review & Qualification

Product Proposal for the tende r enquiry Tender preparation and submis sions

Product Sourcing Price Estimations

Supports field Sales Represent ative

Respond to the client’s clarifica tions or queries thru phone or email

Quotation Follow-ups

Samples Management (Prepar ation & Submission)

Review of Purchase Order

Coordination of deliveries and payment collection.


Special Project: SAFETY SIGNS MANAGEMENT

Receives and Revie w Safety signs enquiries. Coordinate with the supplier for technical

requirements & request for quotation. Coordination with client and supplier for

technical queries.

Receipt and Review of Purchase Orders.

Monitors the production of the safety signs. Inspection of mater ials.

Completion of docu mentations required for specific project.

Position: Jr. Sales & Marke ting Support (Commercial)

Duration: April 2014- May-2016

Job Description:

Registers Enquirie s and Purchase Orders received from the client

Identify the suitable product to be quoted for the enquiry

Quotation preparation and submission to clients

Respond to the cli ent’s clarifications or queries thru phone or email

Product Sourcing for products which are not in the scope of supply

Supports field Sales Representative

Quotation Follow- ups & Document Control Coordination of de liveries and payment

collection

EDUCATIONAL BACKGROUND

Bachelor of Science in Hotel and Hospitality Management – 2009 – 2013 Pamantasan ng Lungsod ng Maynila (University of the City of Manila) Intramuros, Manila Philippines

PERSONAL INFORMATIO N:

	Birth date
	:
	April 07, 1992

	Gender
	:
	Female

	Civil status
	:
	Single

	Height
	:
	5’3

	Nationality
	:
	Filipino

	Religion
	:
	Roman Catholic


I, Ms. Rio h ereby to acknowledge that all information stated above is true and to the best of my Knowledge. Thank you for your time & attention.

