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Marketing / Sales / Customer Service / Admin Asst.


EXECUTIVE SUMMARY
Young and results driven professional seeking to leverage practical experience and transition in Marketing. Willing to gain experience in Administration, Marketing, Sales and Customer Service to utilize theoretical knowledge at the same time enhance skills gained from previous experience as Administrative Assistant in Local Government Unit of Magsaysay Lanao del Norte, Philippines. In the past noted for being quick learner, effective team player and dedicated worker with demonstrated abilities to perform under pressure, meet tight deadlines, and work within cross-functional teams. With admirable qualifications will surely contribute to obtain success within your organization.
	
	
	STRENGTHS

	
	Strong customer service & support skills
	  Marketing and sales capabilities

	
	Possess strong team playing attitude
	  Dynamic personality - team player



EDUCATIONAL QUALIFICATIONS
Bachelor of Science in Business Administration major in Marketing Management 2012 North Central Mindanao College
Maranding, Lala, Lanao del Norte, Philippines
Secondary School
2002
Magsaysay National High School
Magsaysay Lanao del Norte, Philippines
Elementary School
1998
Magsaysay Elementary School
Magsaysay Lanao del Norte, Philippines

EXPERIENCE SNAPSHOT
2 Years
Administrative Assistant (January 2012 to December 2014)
Local Government of Magsaysay, Lanao del Norte, Philippines
· Preparing Mayors permit. 
· Provided a variety of clerical and administrative support for various departments. 
· Performed day-to-day administrative functions such as handling correspondences, dealing with customer inquiries and organizing documents. 
· Provided assistance to customers to build a long-term relationship with them. 
· Handled multiple priorities, meet deadlines and followed up properly on critical issues. 
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CAPABILITIES
Marketing
· Participate in marketing events, product launches and promotions to boost sales. 
· Initiate market research studies and collection of information used to help identify demand for the products. 
· Ability to develop and implement marketing concepts as per the company strategy based on the result of conducted SWOT analysis for products or services. 
· Utilize sales forecasting abilities and strategic planning skills to ensure sales and profitability of products, line or services besides analyzing business development and monitoring market trends. 
· Capable of interfacing with advertisers and production managers to market products & services. 
· Identify and approach potential new clients, convert enquiries from potential clients to sales. 
· Maintain client profile, record competitor activities and strictly implement plans. 
Sales
· Selling, merchandising and helping walk in customers to select and buy right products. 
· Organize attractive product displays and participate in store promotions activities. 
· Convince customers to buy right merchandise and sell to multicultural clientele. 
· Carry out competitor analysis and product review to identify the nonmoving stocks. 
· Develop and keep sales records, follow up on orders and deliveries. 
· Extend quality customer service to heighten the sales opportunity of each business contact. 
· Keep up-to-date with market trends and developments in the relevant industry. 
Customer Service
· Act as the first point of contact for customers on behalf of the organization. 
· Accord the highest attention to customers and use customer service skills to heighten the sales opportunity of each customer contact. Keep records of customer interactions and transactions, record details of inquiries, complaints, and comments, as well as actions taken. 
· Respond to customer inquiries and problems by providing information and suggest merchandise selection; ensure understanding and fulfillment of all customer needs. 
· Contribute to the establishment and development of the organization’s goodwill/ reputation. 
· Possess excellent communication skills to deal with customers, employees, and management effectively. 

TRAININGS
Hotel and Restaurant Management
Mindanao Master Technical Training Center INC.
2008
Iligan City, Philippines
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Attended Trainings in North Central Mindanao College of College of Business and Accountancy
1. Leadership – 10th of October 2011 

2. Code of Ethics – 30th of September 2011 

3. Public Relation – 2nd of September 2011 

4. Decision Making – 22nd of July 2011 


I.T. SKILLS
Proficient with MS Office and web research

PERSONAL DETAILS
	Nationality
	:
	Pilipino

	Date of Birth
	:
	23rd January 1985

	Marital Status
	:
	Married

	Visa Status
	:
	Tourist Visa

	Visa Expiry
	:
	March 13, 2015

	Languages
	:
	English & Tagalog

	Reference
	:
	Available upon request


