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Profile:
Female, 29, Single
Nationality:
Philippines
Career Objective:
To obtain a meaningful and challenging position within an organization that will enable me to
learn and continually improve with the opportunity for advancement.
Experience:
Seven (7) years of experience working in the Sales (Secretary/Coordinator), Administration
and Materials Management/Procurement Field
Skills:
General Office Management, Fluent English speaking and excellent writing skills, Effective
Time Management and Organizational skills, Strong Interpersonal and Communication Skills
and Customer Service Oriented, Ability to work independently and under pressure with tight
deadlines,  Self-motivated  and  Hard  working,  Capacity  to  manage  priorities,  Ability  to
effectively manage interactions with all levels of the organization, Ability to use Automated
Systems, Microsoft Excel, Microsoft Word and other Microsoft Productivity Products, etc.
WORK EXPERIENCE


Jul 2010 – Oct 2014
DARWISH ELEVATORS COMPANY WLL
(OTIS Elevators & Escalators)



Post Box No. 4887, Doha, Qatar
Company Industry: Supply, Installation, Maintenance & Repair of OTIS Elevators and Escalators in the State of Qatar
SERVICE SALES SECRETARY
(Reporting to: Supervisor and General Manager)
Position Summary:
· Perform all duties of Secretarial and Administrative nature. Responsible for preparation, coordination and completion of various processes and actions associated with all inquiries/quotations received for maintenance contracts, repairs and supplies of spare parts, ensuring that customer requests and inquiries are satisfactorily addressed and resolved. 
Major Job Activities:
· Attend Customers queries by telephone and email related to contracts, tenders/proposals, coordinate with customer representatives and gather all the information needed for Department Head assessment. 
· Prepares the documentation of quotations according to customer’s enquiry for maintenance contract, repairs and spare parts. 
· Prepares proposal for new service sales contracts after free maintenance period and securing the renewal of the existing monthly contracts in consultation with Department Head. 
· Follow-up with the Customers for the quotation and contract submitted. 
· Helps the Department Head to negotiate and conclude new maintenance contracts and monitors and secure the renewal of existing contracts. 
· Preparation of accurate Service Sales reports, Presentations and information to Management (e.g. Monthly, Quarterly and Yearly Service Sales Reports, Annual Budgets, etc.). 
· Responsible for safekeeping all important documents and Contracts under maintenance and maintaining various databases and records of all documents and contracts to ensure a database is maintained for speedy and accurate future reference. 
· Receives all the Service Sales Department documents, organizes work by reading, generating and routing correspondences, initiating telecommunications. 
· Act as central point of contact and information in behalf of Department Head and building strong business relationship with the clients. 
· Coordinate meetings, conferences, hotel bookings, maintains calendars and taking minutes of the meeting and follow up on action items. 
· Performs other responsibilities, projects & activities as assigned. 
Other Functions:
· Assists the Debt Collectors in preparation of collection letters for the pending payments and outstanding balance of the account for Maintenance contracts. Monitors in the system the status of payments received and prepares the accurate reports for management. 
· Aids the maintenance department in maintaining files/records for the daily maintenance call-backs and customers complaints received and prepares the report for Managers evaluation and action. 
· Manages telephone calls and addressing the Clients needs for maintenance support during Elevators breakdown. 
· Acts as backup for the Secretary to the General Manager. 
· Acts as backup for the Payroll Clerks. (Encodes in the database the employee’s daily attendance and Prepares monthly payroll for the employees). 
Apr 2008 – Mar 2010   FORTUNE MEDICARE, INC.
Shaw Boulevard, Pasig City, Philippines
Company Industry: Health Maintenance Organization (Health Insurance Provider)
ADMINISTRATION STAFF
(Reporting to: Supervisor and AVP-Administration)
Major Job Activities:
Materials Management Section
· Receives and records approved Inter-Office Requisition Slip (IORS) to handle the purchases/procurements/repairs for Office Supplies/Equipment and the like in order to prepare its documentations for approval of the concerned Department Heads and management. Henceforth, monitors regularly its action taken. 
· Canvasses and subsequently effects purchases of out of stock office supplies, pre-printed forms and those office supplies and equipment not in Automated Inventory and Purchasing SYSTEM (AIPS) library. 
· Monitors and coordinates with the Central Purchasing Department all the materials request and make sure that stocks will not deplete. Coordinate directly with the suppliers and keep track of the orders, deliveries and coordinate with the Audit Department for verifications/auditing of the materials received against the invoices and inform the persons in charge for the order of payments. 
· Prepares goods transfer thru system for the office supplies, printed forms for release / delivery to end users as to specifications and quantity as appearing on the AIPS replenishment level record. 
· Prepares assignment slip for the Office Equipment and Expandable Assets assigned to the employees. 
· Monitors and executes with dispatch the soonest possible time for the repairs and maintenance of the following; Furniture and Fixtures and Office Equipment 
· Monitors daily thru the system for inventory of stocks of office supplies, pre-printed and printed forms as to regularity of conduct and accuracy of recording. 
· Prepares monthly Consumption Report for office supplies, pre-printed and printed forms. 
· Conducts Periodic Physical Inventory (Central Warehouse and Branch/Sales Offices) 
· Safekeeping and filing of duplicate copies of documents in chronologically in order for suppliers and providers. 
Utilities Section
· Performs clerical and general office work. 
· Prepares and monitors order of payments of various communication providers, electric, water, and gasoline bills, office rentals and freight charges. Make certain that all the facilities providers received the payments on time to avoid the disconnection/inconvenience of the services. 
· Generates routine correspondence and performs all typing tasks. 
· Prepares monthly utilities consumption reports. 
· Manages and coordinates all documentation and processes related to Rental Contracts and Insurances of Company properties like Buildings, Clinics, Cars and other fixed assets. 
· Facilitates and coordinates with telephone providers, Building Owners, and Insurance companies in addition to the requests and issues encountered by employees. 
· Responsible for safekeeping and filing of documents. 
· Provides administrative support as requested by management. 
Oct 2007 – Jan 2008    PARAMOUNT LIFE & GENERAL INSURANCE COMPANY
Makati, Philippines
Company Industry: Insurance Company
ON THE JOB TRAINING
· Manage and routes appropriately all incoming telephone calls. 
· Performs all the typing jobs assigned by the Company employees. 
· Ensures that all the documents assigned by the employees for filing and safekeeping are in their proper files. 
· Assists in project-based work as assigned. 
· Escorts and assists visitors inside the company premises. 
· Performs additional duties as assigned by management. 
Sep 2005 – Dec 2006   FCL HAGIOS ENTERPRISES
Pasig City, Philippines
Company Industry: Retail & Merchandise
ENCODER
· Encodes merchandise items and pricing into the system. 
· Encodes daily sales in the system. 
· Takes part in the Inventory of all the merchandize on each stores branch. 
TRAININGS/SEMINARS

· New Employees Self-Management and Skills Enhancement Workshop – Personality Development in the Corporate Climate. – April 18, 2009 
· Enhanced Client Care Seminar – October 12, 2008 
EDUCATION

	2005
	– 2008
	ARELLANO UNIVERSITY
	Manila, Philippines

	
	
	Bachelor of Science in Commerce Major in Management
	

	2002
	–2004
	UNIVERSITY OF CEBU
	Cebu, Philippines

	
	
	Bachelor of Science in Secondary Education (Under-Graduate)
	

	1998
	– 2001
	PILI NATIONAL HIGH SCHOOL
	Albay, Philippines

	
	
	High School Graduate
	

	1992
	– 1997
	PILI ELEMENTARY SCHOOL
	Albay, Philippines

	
	
	Primary
	


REFERENCES: Available upon request.
