	                             Curriculum Vitae
Magnolia [image: image1.jpg]



Email address: magnolia.90567@2freemail.com 
Visa Status: On Visit Visa   


	PROFESSIONAL OBJECTIVE:

	To seek a challenging position in a dynamic environment and desires to progress further in the same field and likes to grow with the organization, prove to be an asset for its effective functioning and be a team player for the achievement of organizational goals and its success. Utilization of my qualification and experience to the utmost and contribute towards the growth of the organization, I work for




	WORKEXPERIENCES: 

	Company Name:           ASIA CARS L.L.C.
                                                   Dubai International Airport Terminal 1

                                              Tel  +971 4 3961414/2244786

      Position Held:  CUSTOMER SALES REPRESENTATIVE
       From:  March 2006 – March 2008                             
       Duties and Responsibilities:
· Liaising with all level of customers and internal departments validating requirements and ensuring the flow of information, queries and complaints are dealt within a prompt and professional manner.

· Provide information about car rentals such as availability, operation and description

· Inspect and adjust rental to meet the needs of customer

· Explain rental fees, policies and procedures, verifying all the requirements 

· Making sure that the cars are in good condition while renting and at the time of check in.

· Preparing of rental agreements for the vehicles on behalf of my Clients to other locations
· Closing the Rental Agreement & compute  charges and receive payments

· Encoding all the data thru manual and in data computer 

· Rent items arrange for provision of services to customers and accept returns

· Maintaining office records by keeping up – to- date
· Prepare daily sales report

· Prepare daily & monthly revenue report

· In charge of customer complaints and other concerns/requirements

· Responsible in daily cash sales collection & depositing to the banks
Company Name:        SACARIS TRADING COMPANY
                                          Banawe  Quezon City Philippines

 Position Held: SALES COORDINATOR cum RECEPTIONIST

  From:  June 2000- Feb 2006             
Duties and Responsibilities:
· Making quotation for every client and provide all necessary details and information
· Receiving quotation ad negotiating for the price of items from suppliers
· Sending and finalizing the quotations for the client trough email, fax
· Coordinate with the technical persons for everyday transactions
· Submitting the reports to the Managers and technical Director
· Preparing the purchased items from the suppliers that is needed to process payments
· Following up the payment from the client and issuing payment voucher
· Compiling the invoice voucher for every transaction

· Receiving and answering telephone inquiries

· Making calls to the client/suppliers and negotiate in every transactions to be done



	     Company Name:        RICHWELL  TRADING COMPANY
                                            Banawe  Quezon City Philippines

 Position Held: MARKETING COORDINATOR
  From:  April 1997- May 2000             
Duties and Responsibilities:
· Handling telephone/customer complains and walk in inquiries
· Prepare weekly and monthly reports
· Coordinate with the production department  regarding the availability of the products
· In charge of the booking and delivery of the items
· Perform telemarketing 
· Monitoring daily sales performance of sales person
· Encoding listed SKU’s (Stock Kipping Unit) to the system
· Provide delivery unit and perform dispatching activities

· Filling of all the documents and other paper works

· Preparing invoice and delivery note for the client

                                                                     


	EDUCATIONAL ATTAINMENT

	NEW ERA UNIVERSITY     

Diliman, Quezon, City Philippines         
Bachelor of Science in Business Administration (BSBA)    Major in Management 

1992-1997   Graduated




	HIGHLIGHTS OF QAUALIFICATION 

	· Proficient in MS Office (MS Word, Excel, Outlook and PowerPoint), Internet Surfing
· Fluent in English both in verbal and written
· Honest, hardworking and has initiative

· Flexible and able to work independently

· Able to work under tremendous pressure and meet deadlines with ease and efficiency

· Achievement and result oriented with an ability to manage change with ease

· Leading and dealing effectively with multicultural environment 

· Over all 9 years of professional experience in the risk & procurement field

· Holder of UAE License




	PERSONAL DATA:


	Date of Birth:  23rd  March 1975         Place of Birth: Philippines         Marital Status: Married 
Nationality: Filipino                             

Sex: Female                           
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