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Objective:
With over 12 years of progressively responsible experienced in office management and administration. Maintain professionalism at all times and use discretion when handling confidential data. Love to work in a progressive, stable and professionally managed organization wherein I will have the opportunity to impart and enhanced my knowledge to the realization of its goal, whilst to be expressed to a challenging environment where in my skills and capabilities may be utilized for a possible career growth.

Qualifications:
· Graduated, BA Hotel and Restaurant Management 
· Twelve Years continues experience in Sales Coordination & Auditing.
· Work in a dynamic environment, having both a strong and fast learning capability and good problem-solving skills; Able to handle sensitive information properly.
· Goal-oriented and deadline driven.
· Excellent oral and written communication skills and interpersonal skills
· Computer Literate MS Office package including MS Word, Excel, Outlook & PowerPoint.
· Documentation Process – Encoding 
· Office Procedure – Clerical Procedure; Records Management; Mail Management, Telephoning
· Can operate office machines such as computer, fax, photocopier, scanner, and switchboard.
· Quickly establish rapport with people at different levels.
Work Experience:

February 2006 - October 2014
Audit Personnel

Four Kings Lumber and Construction Supply Inc.

Sales Division - Philippines

· Maintain and facilitate operation in sales coordination functions, through the maintenance of filing record, scheduling, handling enquiries, preparing correspondence letter and performing task.
· Creates draft letters/ memos and documents for final approval; collecting and analyzing information & weekly sales report; initiating telecommunications.

· Maintains executive's appointment schedule by planning and scheduling meetings, conferences & teleconferences.

· Liaise with   guests and customers by greeting them, in person or on the telephone; answering or directing inquiries.

· Coordinate the flow of information both internally and externally
· Identifying prospective buyers for our products through available print medium, trade directories and other print mediums.
· Keep updating through knowledge of product range through product department and product catalogues.
· Arrange meetings for Product Managers to prospective clients to formally introduce the products.
· Preparation of offers complete with all documentation after comprehensive interaction with client and Product department.
· Maintain stock level to the required set parameters of the organization in coordination with product management.
· Ensures timely completion of all related documents in full compliance of the set policies to the department for account opening of new customers.
· Prompt response to all queries of customers.
February 2002 - February 2006
Sales Coordinator 

MV Lumber and Construction Supply, Inc.

Sales Division - Philippines

· Prepare Quotation 
· Prepare action plans and schedules to identify specific targets and to project the number of contacts to be made.  

· Identify sales prospects.

· Develop and maintain sales materials and current product knowledge. 

· Establish and maintain current client and potential client relationships. 

· Identify and resolve client concerns. 
· Coordinate company staff to accomplish the work required to close sales.

· Develop and implement special sales activities to reduce stock. 
· Coordinate schedules and delivery of lumber and other finished products ordered by customers.
· Holds and monitors products inventory.

· Audits the Sales invoices.

· Audits the tally sheets of the incoming and outgoing lumber.

· Other duties as assigned.
Education

Graduate, BA Hotel and Restaurant Management
Fernandez College of Arts and Technology
June, 1998 – April, 1999

Awards

With High Distinction

Most Outstanding Students in all Sciences

Outstanding Student in English

Best in Cooperative Management

BS Accountancy

Fernandez College of Arts and Technology
June, 1997 – April, 1998

Awards

With High Distinction

Best in Accounting

Best in Filipino

Best in Composition Writing
Personal Background

Date of Birth
 
:
22nd of December 1980
Marital Status

:
Married
Religion 

:
Born Again Christian
Languages Known
:
English & Tagalog
        








