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Education
Attended Primary, Secondary and Tertiary levels at SAINT PAUL UNIVERSITY DUMAGUETE, 6200, Dumaguete City, Negros Oriental
Objective
To obtain an executive admin/accounts, sales/marketing position within a growth oriented and progressive company.  I want to apply my business development skills to an environment where they will make a significant impact on the bottom line.  The ideal environment and atmosphere would be entrepreneurial and one in which new ideas are welcome and decision making is required. Seeking highly competitive customer service and interpersonal skills, exceeding client expectations and enthusiastic customer relations.

Qualifications Profile
· Goal-driven, high-energy, hands-on professional with experience working in fast-paced environments demanding strong administrative, technical, leadership, and interpersonal skills.  

· Determined, self-motivated, trustworthy and flexible; committed to superior customer service. 

· Proven ability to quickly learn and apply new methods and technologies. 

· Substantial experience in the customer service industry with proven interpersonal, leadership, and team-building skills. 
· Proficient with numerous computer environments and applications. 

· Diplomatic and tactful in communicating effectively with individuals at all levels. 

· Outstanding customer service and leadership skills, with the ability to diffuse difficult situations. 

· Detail-oriented and resourceful in completing projects; able to multitask effectively.
Skills Summary
· Leadership / 

Team-Building Skills

· Superb Oral and Written Communication Skills

· Marketing and Sales
· Customer Service and Relations

· General and Advanced Accounting
· Internet/Online Savvy
· Computer Operations (Microsoft Word, Excel, Powerpoint, Adobe CS)

· Office Equipment Operation

Professional Experience Highlights
ADMINISTRATIVE & MANAGEMENT SKILLS

· Planning, recommend improvements in business operations and procedures and facilitate development and manufacturing operations.

· Assisting supervisors/staff, develop and monitor projects and tracks results.
· Scheduling meeting and events

· Point of contact calls, emails, calendars, etc.

· Provide customer service and handle escalated complaints and problem solving in the best interest of both customer and company.

· Submit weekly and monthly operational reports to Head Office for decision making reference.
· Responsible for the process of data entry, processing and computerized report generations of the office.
· Responsible in answering clients’ inquiries or requests.

· Developed strong customer relationships with established accounts while acquiring new accounts.

· Generated repeat business/customers and account retention through successful client follow-up.
· Assisted with general accounting function; maintained journals and handled accounts payable & accounts receivable.
· Managed payroll, scheduling, reports, e-mail, inventory, and maintained clientele book and records.
· Oversaw all operations including office maintenance; Troubleshoot and resolved problems, mediated staff conflicts, and handled customer complaints.

· Participated in staff recruitment, hiring, training, and scheduling.

· Ensured effective application of service standards through the coaching, mentoring, and monitoring of new hires in the team.

CUSTOMER SERVICE SUPPORT

· Answered inbound calls in support of customer queries, requests, complaints and other needs.

· Interacted with customers while handling reservations, purchases, delivery, and other subscription needs.

· Conveyed in a reassuring manner step by step instructions to resolve transaction issues.

· Generated repeat business/customers and account retention through successful client follow-up.

COMMUNICATION SKILLS

· Promoted products and services; generated leads and initiated sales.

· Established and improved client communications; maintained ongoing relationships.

· Addressed customer inquiries; interpreted and delivered information; proposed suggestions; provided guidance; identified, investigated and negotiated conflicts.

· Served as company representative and liaison.

MARKETING SKILLS

· Extensive work with visual standards and merchandising product items.

· Evaluated target markets and proposed marketing strategies.

· Designed, developed and implemented marketing and sales campaigns, employee incentive programs, and contests.

WRITING SKILLS

· Produced a variety of business materials, including: letters, reports, proposals and forms.

Work History
	FEB 2014 – SEPT 2014

MAY 2011 – FEB 2014

 JAN 2009 – APR 2011
	MATERIALS CONTROLLER HEAD
8G Construction and General Services

Dumaguete City, Negros Oriental

BRANCH MANAGER

8G GAS STATION (Seaoil)

Bacolod City, Negros Occidental

ADMIN OFFICER – HEAD AR DEPARTMENT

SHARJAH OXYGEN COMPANY

Sharjah, United Arab Emirates

	MAR 2006 – OCT 2008
	8G MARKETING (SELF-EMPLOYED)
Loan Manager
Dumaguete City, Negros Oriental



	JUL 2005 – JAN 2006
	FIELD AUDITOR (FINANCE DEPARTMENT)
Coca-Cola Bottlers Philippines, Inc.

Dumaguete City, Negros Oriental



	JUN 2004 – JUL 2005
	INBOUND SALES ASSOCIATE (MENTOR/TEAM LEADER)
Ambergris Solutions, Inc.

Ortigas, Pasig City  
      

     


   



	APR 2001 – JUN 2001 
	PHILIPPINE NATIONAL OIL COMPANY

Accounting Department

Dumaguete City


Trainings/Seminars Attended
	2002
	NATIONAL PAULINIAN LEADERSHIP TRAINING

Saint Paul University Dumaguete
Dumaguete City, Negros Oriental


	2002
	LEADERSHIP TRAINING FOR STUDENT LEADERS
YMCA (Dumaguete)
Dumaguete City, Negros Oriental



	2001
	PHILIPPINE POLITICAL SETTING SEMINAR
Office of Senator Nene Pimentel
Dumaguete City, Negros Oriental



	1999
	NATIONAL PAULINIAN LEADERSHIP TRAINING

Saint Paul University Parañaque

Parañaque City




Awards and Recognitions
· Top Agent Performer for the month of November & 4th Quarter, AMBERGRIS SOLUTIONS, INC., 2004
· Outstanding Student of Metro Dumaguete, YMCA, 2002

· Top Outstanding Student of Region VII, CHED, 2002

· Loyalty Awardee, SPUD, 2002

· Community Involvement Awardee, SPUD, 2001 – 2002

· Campus Leadership Awardee, SPUD, 2000 – 2002

· Service Awardee, SPUD, 1998 – 2002
· Outstanding Public Relations Unit Officer,  SPUD, 1998 – 2002

· Outstanding Athlete (Volleyball), SPUD, 1998 – 2002

· Departmental Leadership Awardee, SPUD, 1999 – 2001
· Academic Excellence Awardee (Department Head’s List), SPUD, 1998 – 2001

Membership and Affiliations
· Auditor, SPUD STUDENT GOVERNMENT, 2001 – 2002
· Volunteer,  NEGROS ORIENTAL REHABILITATION CENTER, 2001 – 2002
· Student Government Correspondent, SPUD Official School Paper, 2000 – 2001

· Member, NATIONAL PAULINIAN YOUTH ORGANIZATION, 1999 – 2002

· Member, JUNIOR PHILIPPINE INSTITUTE OF ACCOUNTANTS, 1998 – 2002

· Member & Officer, SPUD PUBLIC RELATIONS UNIT, 1998 – 2002

· Member, SPUD STUDENT DISCIPLINARY BOARD, 1998 – 2002

· Member, SPUD VOLLEYBALL VARSITY TEAM, 1998 – 2002

· Public Relations Officer, SPUD STUDENT GOVERNMENT, 2000 – 2001

· Auditor, PAULINIAN NOBLE SOCIETY, 1999 – 2000

Personal Details

DATE OF BIRTH

:
April 19, 1981


CIVIL STATUS

:
Single


CITIZENSHIP

:
Filipino

1


