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Resume of
Ms. Agnes 
Email Add: agnes.210620@2freemail.com  
Visa Status: Residence Visa (Transferrable)

Passionate yet organized sales team-worker with seventeen years’ of experience in sales & marketing department as well as in administrative secretary.  Eager to put best foot forward to learn and develop in sales & marketing, working in a team oriented and busy office environment.

A highly competent, motivated and enthusiastic sales & marketing coordinator. Well organized and proactive in providing timely, efficient and accurate sales & marketing support to top sales & marketing manager and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems.

Seeking a position as Sales & Marketing Coordinator with a professional organization that will benefit from my initiative, capabilities, and positive work ethic, offering the opportunity for higher levels of advancement and increased decision-making responsibilities.
HIGHLIGHTS OF QUALIFICATIONS:
· Experience providing excellent customer service in high volume, fast paced environments.

· Effective planning and organizational skills; detail-oriented and deadline driven

· Expertise in sales & marketing, recordkeeping, product planning and market research, determine market objectives, brochure layout and design, promotional and sales material, scheduling, and related responsibilities to ensure productive operations.
· As well as expertise in business administration, policies, procedures, researching, scheduling, and related responsibilities to ensure productive operations.
· With a background in a wide variety of administrative services support including preparation of correspondence, related business documentation and problem assessment/resolution.

· Strong skills in organization, prioritizing and multi-tasking in completion of tasks.

· Ability to give superior attention to details, stay flexible and resourceful.

· Excellent oral and written communication skills.

· Exercise discretion and maintain confidentiality on all personnel and client matters.

· Ability to analyze detailed information and compile standard and non-standard reports.

· Dependable, punctual and courteous; positive can-do attitude; consummate team player.

· Work well independently and as part of a team; solid work ethic

· Fast learner; quickly incorporate and implement new procedures

· High energy, enthusiastic and dependable individual; excels in challenging environments

· Manage multiple responsibilities and carry out works independently.

· Positive professional attitude; committed to excellence.
OFFICE SKILLS:


Receptionist/Multi-line phone experience; Greeted and directed professional visitors; Coordinator between customer and top sales & marketing manager; Meeting/Event Coordinator; Experience using all types of office machines; Pro-Active and resolves all complex inquires from the clients and ensures customer satisfaction; Outlook calendar/scheduling; Mail/Internal correspondence distribution; Creating and maintaining filing systems; 
COMPUTER SKILLS:

Proficient in Microsoft programs (Excel, MS Word & Powerpoint); Internal Browsers/Navigation; Extensive Data Entry; Presentation creation (Photoshop & Paint Brush); Microsoft Outlook.

WORK EXPERIENCE:

Sales  Admin. Coordinator 
SANYO Gulf Fze – Jebel Ali Freezone, Dubai UAE
June 2008 – present
Working as part of a team, directly reporting to the Vice President-Marketing (handling Air Conditioning Products) and Deputy General Manager – (handling Consumer Electronics Products). Responsible for the day-to-day tasks at sales & marketing as well as in administrative duties in the office. Serve as an effective support to the sales team, VP-Marketing (AC Div.) and DGM (CE Division) and Handles GCC country. Also reporting directly to our Japanese MD and Japanese Sales team in our HQ-Japan for the smooth business transaction and distribution of our SANYO products.
· Develop, sustained and maintaining a healthy relationships with potential and existing clients.
· Providing sales and administrative support involving efficient handling of top and confidential agreements.

· Actively supported company sales team – Coordinated sales details, pre-sales material and after-sale deliveries. Handles contact. Supporting the sales team in attaining sales targets.
· Serves as an effective coordinator between our sales team to all our customers.
· Preparing mails, correspondence if necessary for easy and proper coordination/communication. 
· Participated in execution of sales strategies and communicating with VP-Marketing and Deputy GM- CE Division for the status of order and position sales.

· Prepared clear sales analysis, as well as sales reports, sales-order status, sales agreement, in-time proposals and presentation for our sales team.
· Responsible for timely, accurate quotations and various pro-forma invoices to customers, processing inquiries through email, phone and fax. As well walk-in in inquiries and requests.
· Serve as an effective coordinator in our various factories in Asia such as Singapore, Thailand, Vietnam, Indonesia and China going to our HQ-Japan by delivering and sending exact details of the transaction for the timely dispatch of the product and other query pertaining to our SANYO products. 
· Arranged international and domestic shipping as well as related documentation. Assisted customers with product sourcing, quotations, freight rates and claims. Order processing for inventory products as well as placing orders with our factory.
· Processed and follow up payments, collected funds and updated monthly statements.
· Updating the status of sales order in the database or computer.
· Serves as travel coordinator to VP-Marketing, DGM and MD to have a smooth business trips such as arranging their flight schedule and hotel bookings respectively. And also serve as event coordinator for their hotel meeting and conference.
· Over all taking other given task assign/designated by our VP-Marketing, DGM and MD. 
Sales & Marketing Supervisor
MonMon Enterprises, Inc. _ Manila, Philippines
May 2003 to February 2008
Directly reporting to the Managing Director, managed the key accounts and corporate accounts as well as to midsize level clients within Manila Territory.
· Conducted personal sales calls to the end-user and top decision maker; made customer service visits and ordered inventory to meet projected sales.
· Builds relationship with key decision makers to maintain longstanding relationships with return buyers. And develop and implement creative selling strategies including current product and newly launch product to generate more sales revenue.
· Devised attractive monthly sales promotions to maximize sales.
· Prepared and responded to requests for proposals.
· Researched prospective clients locally and within the territory I assign and developed new marketing plans and devised enterprising to meet the sales goal of the team.
· Cover all territories by making sales calls to generate new business or to close pending business, solicit market feedback and manuscript leads.
· Directed inventory control, sales forecasting, personnel management and cost containment for all the assigned promodiser in the different stores locations.
· Work with editorial and marketing staff to prioritize sales campaigns and provide solutions to the promodiser needs.
· Identify training and/or coaching needs and plan necessary steps to achieve desired results.
· Ensure that all promodiser achieve the required level of product knowledge necessary to promote assigned titles and achieve the sales target given.
Sr. Sales Admin. Coordinator
P.K.S.S. Enterprises, Inc. – Manila Philippines
April 2002 to June 2003
Directly reporting to the Korean National - General Manager who manages the Key Accounts and midsize level clients for Manila I & Northern Province Territory.
· Developed and sustained relationships with potential and existing clients by coordinating professional meetings, attending promotional events and providing effective sales and marketing approach.
· Builds relationship with key decision makers to maintain longstanding relationships with return buyers. And develop and implement creative selling strategies including current product and newly launch product to generate more sales revenue.
· Met with the customers on and off company premises for enhancing sales goal.
· Directed inventory control, sales forecasting, personnel management and cost containment for all the assigned promodiser in the different stores locations.
Executive Secretary to the Sr. AVP-Marketing
Dispo Philippines, Inc. – Manila Philippines
July 1996 to March 2002

Directly reporting to the Sr. AVP-Marketing who manages the sales & marketing operations in all hospital nationwide. Effective support and dedicated to make the lives of busy executive easier.

Serve as an effective gatekeeper, prepare well-research and accurate documents; manage busy calendars; and efficiently handle daily office tasks. 
· Provide administrative and business support to the Sr. AVP-Marketing of one of the largest distributor company in the Philippines of disposable paraphernalia and state of the art hospital equipment in various hospitals, nationwide. Support also to the other members of the executive and sales management team.
· Maintain the calendar of the Sr. AVP-Marketing – plan and schedule meeting, training, launching of the new product, teleconferences and travel.
· Negotiate favorable terms and pricing agreements of hotels and other providers for service at special events.
· Improved office efficiency by implementing color coded filing system to ensure time saving measures.
· Enhance communication between the sales team and executive, fostering a sense of teamwork and collaboration.
· Collate and searching the necessary information needed for the business presentation of the Sr. AVP-Mkt.
· Attend to the other given task assign and designated by the Sr. AVP-Marketing.
 ACADEMIC QUALIFICATION:

Bachelor of Science in Business Administration Major in Secretarial Administration
Rizal Technological Colleges, Pasig City Philippines (1992 – 1996)

PERSONAL DATA:
Date of Birth
:
09th March 1975

Marital Status
:
Single
Nationality
:
Filipino



Language
:
English & Filipino

