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Objective:
To be a part of a growing company and contribute to its growth and success with the belief that the practice of honesty is a very essential virtue and guided by a belief that loyalty, modesty and cooperation is essential to success.

Strength:
Outstanding communication skills, both written and oral; team player with proven ability to perform in a fast paced dynamic environment; ability to interact effectively with internal department; have proactive approach to workload and flexibility with relation to work hours.

Experiences:
December 2005- present/ Philippine Island Commercial

 Broker L.L.C., Dubai, U.A.E.



Sales Consultant / Administrative Assistant

· Ensures that clients understood how membership works, make them like it and eventually buy the membership on the same day using Timeshare techniques.

· Handle administrative tasks like making reservations, correspondence letters, e-mails, faxes, courier services customer membership care, sales and operations report, and office coordination, handling accounts payment/ receivables.

· Handle outbound calls to generate potential members and customer complaints, if there is any.

· Responsible for the coordination between the main office and the local team ensuring the flow of communication.

· Responsible for database management i.e. updating to coordinate flow of data.

April 2001- March 2005 / JD & RM Trading, Philippines
Sales Supervisor

· Oversee day-to-day sales of the company.

· Conduct inventories in both the warehouse &onto the delivery van.

· In charge of encoding the sales & inventories

· Compute employees’ salaries & other business expenses.

· Ensure that we have full supplies of our goods

· Check if all orders are delivered on time

· See to it that merchandise displays in stores are properly done.

· Dealing with storekeepers to put our products where it has maximum visibility.

· Handles customer complaints if there is any.

Education:

University of Sto. Tomas, Manila, Philippines




Bachelor of Arts, major in Behavioral Science
Computer Skills:
Proficient on: MS Word, Excel, PowerPoint, Outlook Express, Internet

Typing Skills
38 wpm

Personal Details:

On visit visa





Nationality: Filipino





Single





Male





October 22, 1977

