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Objective:
Obtain a customer service position where I can maximize my people oriented experience, communication skills, my problem analysis and problem solving abilities.
Professional Career Summary:
	Professional Qualification
	Associate Degree

	Designation
	Duration
	Organization

	Admin Reception
	2 years : March 2013-     March 2015
	Global LLC

	Marketing Staff
	1 year : Sept. 2013-

Sept. 2014

	Unlimited

Network of Opportunity

	Marketing Staff
	1.7 years : March 2011-

Oct. 2012
	Club Astoria 

	Management Trainee
	3 months: October 2010 – January 2011


	Turkish Coffee Shop

	            Part time Field Survey Staff


	1 month: June 2010 –
July 2010
	Bayan Telecommunication


Experience:
Shilpi Cable's success in a very short span is a result of its desire to use best technology, become leader in execution excellence and partner its customer in meeting their evolving needs. I am working as Admin Reception from March 4, 2013 to March 4, 2015, 

in For All Division Web Link:http://www.shilpicables.com
· Deal with inquiries on the telephone & via email & coordinating with the concerned person for the same.

· Greet guest at the reception desk & direct them appropriately.

· Maintain database of contacts.

· Coordinate use of meeting rooms & other employee cabins.

· Coordinate & manage drivers/ messengers’ schedules & maintenance of register of time in and out.

· Keeping record & dispatch of incoming & organizing dispatch of outgoing couriers & mails.

· Keeping a constant check on incoming faxes and direct as appropriate.

· Order & maintain regular stock of office supplies- Stationary & pantry.

· Report of any maintenance issue immediately to the line manager.

· Maintaining & looking after the cleanliness & proper order in the office.
Unlimited Network of Opportunities International Corporation (or UNO) is a convergence of the finest network marketers in the country today as they offer new opportunities, conquer new challenges and welcome new partners in this impressive and generous way. I am working as Online Marketing Staff from Sept. 2013-Sept. 2014, in For All Division Web www.uno-corp.com
· Accomplishes marketing and sales human resource objectives by recruiting, selecting, orienting, training, assigning, scheduling, coaching, counseling, and disciplining employees; communicating job expectations; planning, monitoring, appraising, and reviewing job contributions; planning and reviewing compensation actions; enforcing policies and procedures.

· Achieves marketing and sales operational objectives by contributing marketing and sales information and recommendations to strategic plans and reviews; preparing and completing action plans; implementing production, productivity, quality, and customer-service standards; resolving problems; completing audits; identifying trends; determining system improvements; implementing change.

· Meets marketing and sales financial objectives by forecasting requirements; preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.

Club Astoria has since become the leading timeshare company in the Philippines, with the most number of members and the largest sales and marketing operations. Club Astoria offers holiday vacation ownership shares, allowing each member access to explore new destinations and view exotic cultures.
I am working as Marketing Staff  March 2011-Oct. 2012 in For All Division Web http://www.clubastoria.com/index.php
· Solicits potential hotel clients and guest through marketing initiatives such as exhibits, distribution of fliers in partner establishments.

· Sourcing of partner establishments, negotiate for tie ups and promotional offerings. 

· Prepare and submit reports on competitor’s data and activities, market situation, sales quota achievement. 

· Other administrative and field works as required by the Field Supervisor.
Turkish Coffee Shop is the perfect place to experience Turkey cuisine right in the heart of Davao.  Turkish Coffee Shop is more than a coffee shop.  It is a fusion of Turkish cuisine and Filipino food. I am working as Management Trainee October 2010 – January 2011 in For All Division Web http://turkishcoffeeshop.weebly.com/index.html 
· Coordinates with Restaurant managers and other MT regarding current events and promotions, and other store operations concerns.

· Responsible for developing marketing activities that will generate new traffic, increases sales, and increases frequency of customer's visit.

· Prepares weekly and monthly reports on store sales, Catering Services, New Promotions.

· Providing inventory tracking of all stocks materials.




· Ensures customer satisfaction by making sure their dining experience is excellent and correcting any problem that may arise.

· Responsible for collecting contacts for community relations purposes and possible tie-ins.

· Other task as required by the Restaurant management and Owner.
Bayan Telecommunications, Inc. (BayanTel) is a telecommunications company serving areas in Metro Manila, Bicol and local exchange service areas in the Visayas and Mindanao regions combined, cover a population of over 25 million, nearly 33% of the population of the Philippines. I am working as 
Part time Field Survey Staff  : June 2010 – July 2010 in For All Division Web http://www.bayan.com.ph/
· Solicits potential customers through in house leafleting, and house-to-house product presentation.  

· Understand, anticipate and focus on the customer's needs and satisfaction to create a trust relationship that will help generate more business.

· Create a value proposition that is tailored to the customer's business and needs, and sells it effectively in the customer organization to increase the value for the customer, company, and business partners.

· Collect market intelligence on company's sales and market share and forward market feedback and ideas 

· Report accurate and reliable data on competitors including sales information, pricing, promotional activity, merchandising and new product or services launches.





Additional Info
SEMINARS / TRAININGS ATTENDED:

Basic Food Hygiene

OHSEC Safety Consultancies

May 2014

Basic Safety Training

Mats Training Center

November  2011

Certificate of Completion on Care giving

Department of Social Welfare and Development

February 9, 2007

Care and Management of Children Autism and Down syndrome

Department of Social Welfare and Development

December 2006

Certificate of Completion on First Aid and Basic Life Support and Water Safety

Central Communication and Emergency Response center 911

September 2006

Certificate of Participation  - Nutrition and Appropriate Diet for Older Person

Certificate of Participation  - Alzheimer’s Disease

Certificate of Attendance    – Theoretical Aspect on Care giving under the Neighborhood support services for older person program

Certificate of Participation – Swedish Massage and acupressure Training. 

Department of Social Welfare and Development

July - September 2006
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QUALIFICATIONS


 


Qualification: 


Associate Degree





Field of Study: 


Hotel and Restaurant Management





 Institute: 


Joji Ilagan Career Center-   Davao, Philippines





Date Received: 


March 2009








COMPUTER


	


MS Office:


 Level


Intermediate to Advance





LANGUAGE





English:


Speaking, Writing, Listening





AREAS OF EXPERTISE





Customer Service


       


Market Research





Direct Marketing 


 


Online Marketing 





Competitor Analysis 


 


Sales/ Promotional Material





PERSONAL PROFILE





D.O.B:		Feb.7,1989


Marital Status:	Single


Nationality:	Filipino











