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Objective

To work in a reputed company where the hard work is appreciated & offers career growth and a position that will enable me to utilize my knowledge and experiences through proven performance.
Personal Information

Age
 
: 32 

Birth date
: 19th September 1975

Civil Status 
: Single

Nationality
: Filipino

Professional Qualification

NUEVA ECIJA COLLEGES(1994-1998)

BACHELOR OF SCIENCE IN PHYSICAL THERAPY

EMILIO AGUINALDO COLLEGE(1992-1993)

BACHELOR OF SCIENCE IN COMPUTER SCIENCE

Working Experience

DORMA Gulf Door Controls, FZE

Jebel Ali, Dubai U.A.E.

Secretary to Head of Regional Division cum Sales Coordinator
August 2006 – Present

Responsibilities:

· Answer phone calls, e-mails and fax checking and do the necessary follow-ups, drafting letters according to clients requirements.
· Regular meeting with sales persons to inform targets to be achieved & coordinate with them on sending proposals to clients.

· Do necessary follow up with the clients for Order confirmation.

· Maintains a comprehensive filing system for easy access of documents

· Reports daily activities of sales people to the Head of Regional Division.

· Make monthly sales report & sales achievement & report to Head of Regional Division

· Updating database of clients from time to time.

· Process new enquiries, forward to designated Sales person & coordinate with them in sending quotations to customers thereafter.

· Does flight bookings & Hotel reservations for all Division personnel & guests.

· Perform other duties as deemed appropriate & necessary.

BIZNAS FZC

Sales Executive

 May-August 2006

 Responsibilities:

· Drive an aggressive annual revenue target while accurately forecasting revenue and effectively managing 

           a sales funnel 

· Perform extensive prospecting/cold calling within a set geographic territory 

· Manage the entire sales process from prospect to close 

· Maintain a positive attitude and a strong competitive drive 

STA. LUCIA REALTY & DEVELOPMENT INC.
Teller-Credit & Collection Department

Sept. 2003-April 2006 

      Responsibilities:
· Process customer transactions, establish & control customer records & files, and perform required maintenance on customer accounts.

· Responsible in collecting monthly amortization of properties to clients.

· Answer customer inquiries regarding their account or company products/ services, review with customers regarding their financial situations.

· Communicates with customers using web based tools and demonstrates the associated proficiency in typing & grammar.

MC DONALD’S FOOD CORP. (UNITED ARAB EMIRATES)

Crew Chief

July 2000-July 2002

           Responsibilities
· Responsible for instructing the approximate amount of products to be stored in the warming bin.

· Supervise & train crew members

· Handles minor complaints of customers.

JOLLIBEE FOOD CORP. PHILS.

Store Marketing Assistant

Sept. 1999-June 2000

          Responsibilities
· Responsible for local & national product promotion

· Hosting parties & provide good customer service

PROCARE REHABILITATION CENTER – NUEVA ECIJA DOCTOR’S HOSPITAL
Physical Therapy Staff
Sept. 1998-Aug.1999
           Responsibilities
· Coordinate and participate in the planning, implementation and evaluation of patient care programs within a specialized area designed to increase, maintain or restore function, minimize or prevent disability, and assist patients in reaching their maximum performance levels.

· Instruct family on patient’s total physical therapy program

· Participates in conferences with health team personnel for the purpose of planning and evaluating total patient care in individual cases.


Skills

· Computer Literate : Ms. Office (Word, Excel, Power Point, Outlook) Internet: Browsing and Research, Emailing 

· Operating of Fax Machine, Photocopying, and Typing

· Possess a basic command of business math knowledge & skills.
· Languages: English and Filipino

Strengths

· Goal Oriented, Hard worker & able to work in a team environment.
· Flexible, Friendly, Dependable, Trustworthy, Aspirant of new knowledge, Highly Motivated
I hereby affirm that all statements made and data provided in this document are true and correct to the best of my own knowledge and no attempt made to conceal or withhold any information.
Other supporting documents and attested certificates to follow upon request.
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