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CAREER OBJECTIVES
To obtain a full time employment in a position that will utilize the background of my education and undertake incoming challenges. I look forward to make an effective use of my professional experience and aim towards a long term commitment that will contribute to the profit and growth of the company. 
EMPLOYMENT RECORD

Office Administrator / Sales & Marketing / Support Coordinator 
Computers Trading LLC.
October 01, 2007 July 31, 2014
Job Description & Responsibilities: Office Administrator
· Ensures incoming and outgoing calls are directed to concerned persons
· Prepare letters and documents

· Receive and sort mail and deliveries

· Maintain appointment diary, either manually or electronically

· Organize meetings

· Schedule appointments

· Ensures knowledge of staff movements in and out of organization
· General administrative and clerical support

· Deal with queries from public and customers

· Greeting people and directing them to correct destination
· Perform other duties as request or assigned
· Tidy and maintain the reception area
· Manages general office supply requirements
· Administer instructions to ensure overall maintenance of work premises
· Responsible for preparing quotations, local purchase orders & invoices
· Responsible to ensures purchase orders, receiving and invoices are matched
· Responsible to receive and process all invoices, expense forms and request for payments
· Responsible to deal with daily transactions for petty cash and ensure the reconciliations are completed on weekly basis
· Responsible to ensure all filing is done in a timely and accurate manner
· Responsible to prepare cheques for payment
· Responsible in Entering all sales and purchase invoice / in and out cash in Peachtree
· Responsible to do Bank Recon / balancing every end of the month
Job Description & Responsibilities: Sales & Marketing

· Developing standardize presentations, sales scripts, proposals.

· Writing and maintaining content and providing monthly updates to company

· Assisting in writing, tracking and delivery of press releases

· Providing product positioning materials as well as training for customer service and sales

· Supporting channel collaborates with collateral, sales training and best practices.

· Working with customers in developing case studies, references, and testimonials.

· Coordinating of a wide range of marketing communications.

· Developing and maintaining sales proposals and collateral, desktop publishing, rate cards, newsletters, brochures, and many other materials related to marketing

· Building a lead scoring system for evaluating lead qualify and quality opportunities.          

Job Description & Responsibilities: Support Coordinator
· Prepares all contract of the customers specially AMC Contract

· Monitoring of all engineers inside and outside work

· Log and schedule all customer call request in Support

· Follow up the engineers work done from the customers

· Call and update all the customer regarding satisfaction of engineers work done from them

· Update the report of all engineers work done from the customers

· Closed and finalist the report in support Center
Municipality of Lemery Batangas - Philippines
May 2001 – February 2007
Job Description & Responsibilities: Clerk in Account Department
· Responsible in accounting matters

· Responsible to Handle all remittances
· Responsible to make a trial balance
· Responsible for maintaining good filing system for important documents

· Responsible to accommodate telephone calls and other services with timely manner and ensuring that the message has been transmitted accurately

· Responsible to manage, plan and organize executive daily calendar
· Responsible to perform other duties as requested or assigned

International Electronics and Technical Institute, Inc.
Alabang Muntinlupa City, Manila - Philippines
October 1997 - January 2001.
Job Description & Responsibilities: Cashier/ Clerk (Working Student)
· Responsible to assist all students for Monthly and Yearly payment
· Responsible to operate and handling all work as a clerk
· Responsible to prepare the invoice and receipt issued for the student
· Prepare daily and monthly report
EDUCATIONAL QUALIFICATION
Primary
School: Dona Matilde Memorial Elementary School


 Year 1987 to 1993 (Lemery, Batangas, Manila, Philippines)

Secondary
School: St. Mary’s Educational Institute

  Year 1993 to 1997 (Lemery, Batangas, Manila, Philippines)
College

School: International Electronics and Technical Institute Inc., 

Course: Computer Secretarial and Business Management
            Year 1997-2001 (Alabang Muntinlupa City, Manila, Philippines)
SKILLS AND INTEREST
· Proficient in using MS Office (MS Word, Excel, Power Point & Peachtree)

· Consistent in carrying out tasks in a highly organized manner

· Highly motivated player

· Good verbal and written skills
· Good organization and administrative skills

· Customer service oriented
· Organized and planned
· Eager to take an initiative
PERSONAL INFORMATION

Date of birth:

June 23, 1982
Civil Status:

Single
Nationality:

Filipino
Visa Status:

Tourist Visa
Certified True and Correct:

	

	








