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 Email: winny.181454@2freemial.com 
Date of Birth 
:16/06/1971

Nationality 
:Portuguese
Visa Status

:  Visit Visa 
Holding valid driving licence
_______________________________

Career Objective
  With an experience of nearly 20 years in sales, Marketing and customer care  services skills, focus is mainly to get a position in a progressive, forward looking and professional organization on a long-term basis and grow within the company by putting in use the best of my experience, skills and education
London,United Kingdom

Position: Laboratory Technician’ 


(2009 to till now)
Job Responsibilities

· Performs routine and specialised tests in one or various sections of the clinical laboratory, independently or with minimal supervision. 

· Recognises the clinical significance of each test performed and reports results within established time frames. 

· Communicates in a professional and courteous manner with all individuals as necessary to obtain information for laboratory records, explains procedures, and elicits cooperation. 

· Participates in receiving and processing specimens as required by respective laboratory area procedures and protocols. 

· Prepares reagents etc. used in the processing of specimens. 

· Assists in training new personnel; provide technical assistance to new employees. 

· Performs routine maintenance as required by laboratory procedures. 

· Performs various quality control procedures to maintain compliance with internal and external regulations. 

· Participates in the development of new procedures, techniques and equipment used in obtaining and handling laboratory specimens. 

· Participates in creating and maintaining lab procedures. 

· Utilises various hospital information systems and software. 

· Assist with word processing, miscellaneous office tasks including ordering of laboratory supplies and maintaining office records. 

· Performs other related duties incidental to the work described herein.



- Kuwait
(2000 to 2009)
Position : Sales & Marketing Manager 
Job Responsibilities

· Liaising with other line managers;

· Reporting back to senior managers;

· Liaising with customers (which may include actual selling);

· Maintaining detailed knowledge of the company’s products or services;

· Sourcing advertising opportunities and placing adverts in the press (local, regional, national and specialist publications) or on the radio (depending on the organisation and the campaign). Managing the production of marketing materials, including leaflets, posters, flyers, newsletters and e-newsletters and DVDs

· Liaising with designers and printers.

· Arranging for the effective distribution of marketing materials.

· Maintaining and updating customer databases.

· Organising and attending events such as conferences, seminars, receptions and exhibitions.

· Sourcing and securing sponsorship.

· Conducting market research such as customer questionnaires and focus groups.

· Contributing to and developing marketing plans and strategies,

· Managing budgets.

· Evaluating marketing campaigns.

· Monitoring competitor activity
· Managing a portfolio of accounts 

· Dealing with all aspects of a campaign 

· Using an existing network of industry contacts to generate new business 

· Leading and training other members of the account team 

· Managing the work of account executives 

· Leading project management activity 

· Ensuring necessary actions are undertaken by the account team 

· Building a 'territory' 

· Achieving sales targets 

· Delivering sales presentations to high-level executives 

· Attending client meetings 

· Maintaining and expanding relationships with existing clients 

· Responsible for all client communications, conflict resolution, and compliance on client deliverables and revenue. 

· Reviews all major deliverables (i.e. strategic brief, function spec, tech spec, etc.) to ensure quality standards and client expectations are met. 

· Ensures that client issues are dealt with in an efficient manner, informing the Account Director or Managing Director of any problems that may arise. 

· Owns the contract and contract renewals for new work for an existing client. 

· Approves Change Orders and invoices, and is responsible for payment collections. 

· Works closely with the project team in order to maintain a continuous knowledge of project status in order to identify potential issues and/or opportunities within or related to the project. 

· Ensures that all processes and procedures are completed, quality standards are met, and that projects are profitable. 

· Aware and in pursuit of opportunities for account growth and new business, involving the Account Director, Sales or other Q-Bridge support. 

· Communicates the client's goals and represent the client's interests to the team. 

Goa. India





  
(1997 to 1999)
Position: Business Development Executive
Job Description

· Thorough knowledge about the product to communicate with the customers. 
· To sell the products with persuasion.
· To satisfy the customers while they are looking for the products.
·  To handle and maintain the cash. 
· Responsible to greet the customers.
·  To help the customers in identifying their requirements.
·  To promote products.
· To answer the customers' questions regarding the products.
·  To negotiate the price on the spot.
India







     ( 1993 To 1996)
Position: Administration Officer 
           Job Description
· Arranging travel, meetings and appointments 

· Ordering stationery and equipment (depending on how often staff nick it, this could be a regular thing) 

· Supervising and monitoring the work staff 

· Discussing problems with staff 

· Reporting to management 

· Reviewing and implementing the company's health and safety policy 

· Arranging training for staff 

· Filing 

· Projects such as gathering information by phone, letter, email or in person

· Research for projects of your manager(s) 

· Recording and updating databases 

· Photocopying and scanning documents

· Sorting and handing out post 

· Supporting the reception desk 

· Maintains administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

· Accomplishes staff results by communicating job expectations, planning, monitoring, and appraising job results, coaching, counseling, and disciplining employees, initiating, coordinating, and enforcing systems, policies, and procedures.

· Provides communication systems by identifying needs, evaluating options,  maintaining equipment, approving invoices.

· Purchases printed materials and forms by obtaining requirements, negotiating price, quality, and delivery, approving invoices.

· Completes special projects by organizing and coordinating information and requirements, planning, arranging, and meeting schedules,monitoring results.

· Provides historical reference by developing and utilizing filing and retrieval systems.

· Improves program and service quality by devising new applications; updating procedures, evaluating system results with users.

· Achieves financial objectives by anticipating requirements,  submitting information for budget preparation, scheduling expenditures, monitoring costs, analyzing variances.

· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.

· Maintains professional and technical knowledge by attending educational workshops, benchmarking professional standards, reviewing professional publications, establishing personal networks.

· Contributes to team effort by accomplishing related results as needed.
Academic and Professional Education

· Bachelor’s Degree in Science

· Diploma in Computer  Management

· Diploma in Office Management
Declaration 
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