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CAREER OBJECTIVES


To enhance my knowledge and skills, familiarize self with modern technology, achieve advancement in the field of my chosen career and to secure a promising position with good opportunity growth.

EDUCATIONAL ATTAINMENT


Bachelor of Science in Information Technology

Nueva Vizcaya State University 

Bambang Campus


Nueva Vizcaya, Philippines


2012 – 2013

WORK EXPERIENCE

Field Officer/FMR (Real Estate Mortgage)
Customer Service Representative

Reputed  BANK INC.


Nueva Vizcaya, Philipppines


August 2013 – December 2014

DUTIES AND RESPONSIBILITIES

· Respect Customer or Clients

· Develop relationship inside/outside of co-worker and clients

· Plan, organize, and execute marketing and sales programs.

· Act as the point persons for outside, inside and partner sales teams.

· Track market and company sales performance.

· Work closely with marketing teams to create programs.

· Generate leads and drive sales.

· Gather and report customer intelligence to sales teams.

· Develop marketing plans.

· Manage client Communication

· Supervise marketing assistants and other employees.

· Support all company initiatives, give actionable feedback, share best practices and serve as advocate and information source for company.

· Create programs that drive brand loyalty.

· Manage marketing budgets.

· Attend trade shows and events to market product.

· Develop effective account conversion strategies to accelerate adoption.

· Communicate value to customers to promote new applications and sales.

· Keep abreast of industry trends, competition, and new opportunities.

· Develop understanding of product line and value chain.


Data Analyst/ Data Encoder


Quezon City, Philippines


November – March 2013


DUTIES AND RESPONSIBILITIES
· Perform all data entry related tasks including sorting, proofing, updating, mailing and storing. 

· Maintain data files accurately. 

· Compile, sort, verify and correct data to be entered. 

· Review data for completeness and accuracy. 

· Contact authors of source documents to address data inconsistencies and to gather missing data. 

· Manage filing and routing of source documents after entry. 

· Maintain records of work completed. 

· Update data in appropriate databases in accurate and timely manner so as to avoid backlogging. 

· Establish data naming standards and consistent data definitions to improve overall data quality. 

· Process and resolve data inquiries by searching and reviewing the databases. 

· Enter and update files into Excel spreadsheets.

· Perform administrative duties such as operating office equipment or data filing as required.
PERSONAL INFORMATION


Birthdate
: 
March 30, 1992


Sex

:
Male


Age

:
22 years old
Civil Status
:
Single


Nationality
:
Filipino

Visa Status
:
Tourist Visa 
I hereby certify that the above information given is true and correct.

