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Marilyn 
Marilyn.41628@2freemail.com 

	CAREER CITATIONS: 
	· Top performer of the year 2006

· Sales agent with the most number of accounts opened December 2005 to November 2006

· Sales agent with outstanding sell-out on Shell Industrial Lubricants - 2007

	PROFESSIONAL EXPERIENCES:

	SPHERE KITCHEN EQUIPMENT
(Trading Co.)
ARABIAN OCEAN SERVICES

(Trading Co.)
TASCO INC.

(Importation,Distribution & Trading Co.)
TELEPERFORMANCE PHILS.
MACHINEBANKS’ CORPORATION

	Accounting Staff / Data Controller
Dec.  1,  2008  -  April 15, 2009  
· In-charge of preparing payment and receipt vouchers.
· Encodes store receipts vouchers for stocks and sales invoices.
· In-charge of processing local purchase orders to suppliers.
· Records, prepares and reports administrative expenses, employee’s salaries and advances.
· Posts journal voucher, debit & credit notes.
· Monitors & updates collections from customers.

Purchasing Staff

Sept.  12,  2008  -  Nov.  24, 2008

· Communicates, inquires & works directly to suppliers for prices, stock availability & delivery details both for regular & outsourcing purposes.

· Reports pending requisitions, orders, inquiries and other supplies and quotations related.

· In-charge of processing quotations direct to customers for approval.

· In-charge of overseeing all delivery orders subject for delivery.

· Double checking all pertinent documents required subject for invoicing.

Corporate Sales  Executive
June 18, 2003 – May 10, 2008
· To penetrate accounts belonging to the top 5000 corporations, (fleet and corporate accts., construction companies), through telemarketing  & directly reporting to the President.
· Develop qualified prospects/leads to become active accts. And create own portfolio of “institution customers”.

· Educate prospects by keeping abreast of continuing product developments.

· Maintains customer database and generates internal information such as list and counts for direct marketing projects, compiles and produces sales and marketing reports.
· Manages sales, in-charge of all client’s collections & coordinates deliveries.
Before assigned as Sales & Operations Coordinator
· Works directly with client to oversee compliance & other requirements.
· In charge of all purchase requisitions, both local & indent requirements.
· Attends retail & wholesale accounts through phone in & walk in transaction in sales operations showroom from ordering up to warehouse delivery department.
· Process sales quotations, sales order & other form of correspondence as specified. 
· Identifies product opportunity area & project concepts supported by business cases
· Monitors stock inventory & availability, price change, discounts & promotions, incoming shipment for allocation on the basis of customer’s consumption.

· Supports direct clients, their retailers or end users & affiliates with requirements for after sales service & directly reporting to the President.
· Stores & manage the inflow / outflow of all company’s technical data, brochures & literatures & ensures brand compliance & accuracy of information.

· Participates in company sponsored events & trade show exhibits.
Call Center Agent  -  Outbound Sales
October 28, 2002  -  January 24, 2003
· Targets Citibank Credit Card Holder member, through company’s client database process & offers Accidental & Health Insurance Plan through computer electronic device transaction.
Customer Service Executive

July 18, 1989 – February 28, 2002
· In-charge of serving customer inquiries, requests, attends to their comments, issues to be resolved within the company policy and procedures & provides feedback to management.
· Drafts correspondence & documents, maintains presentations , spreadsheets & updates database.

· Arranging meetings, taking minutes & keeping notes.

· Ensures confidentiality & privacy of information is maintained through the work process.

· Formulate a shared system of telemarketing that allows the co. to continuously be in touch with customer needs for sales support function. 
· Process sales quotations , sales orders , requests & other form of correspondence when needed. 
· Delegating and assigning work to perform by technical staff according to their respective specialties/expertise and evaluating their daily individual  performance report.

· Performs and analyzes day to day service activities and then planning and forecasting all service job as per customer’s requisition.
· Also coordinates and arrange all needed training and seminars of all technical staff in order to meet the quality service seeking by the customers.
Before assigned as Accounting Assistant
· In charge of preparing  vouchers , recording receipt disbursements, invoices and journal entries.

· Conducts credit investigation as basis for terms approval.

· Aging of receivables in credit and collection.




	Knowledgeable on the following :

	COMPUTER SKILLS
	–   MS Word
–   Excel
–   Power Point

	TRAININGS/SEMINARS:
	· Team Building Workshop                                                             Dec. 16,  2006
· Orientation on 5’s                                                                         March 8, 2006

· ISTIV Orientation Course “DOLE” (Nat’l Wages and 

      Productivity Commission                                                             March 20, 2006

· Unleash The Highest Potential of your Life/Work       May  12, 19 and 26, 2007 

	EDUCATIONAL BACKGROUND:
	1985 – 1989
B.A. Commerce Major in Accounting


Polytechnic University of the Philippines


Manila, Philippines

1981 – 1985
High School Level


TORRES HIGH SCHOOL


Caloocan City, Philippines

1975 – 1981
Elementary Level


MARULAS ELEMENTARY SCHOOL

                          Tondo, Manila, Philippines

	PERSONAL BACKGROUND:

	Sex
:
Female
Date of birth
:
April 3, 1968
Status
:
 Single

Nationality
:
Filipino
Place of birth
:
Manila
Height
: 
 5’ ft

	REFERENCES:
	Available upon request.


Salary Expectation  :  
