Suzette

Suzette.228109@2freemail.com 

Career Objective

· To efficiently and effectively utilize my skills and abilities that will lead to excellence and competence in every field/endeavor that I may enter into.

· To get acquainted to different field of learning that will enhance my versatility and flexibility.
Personal Information

Date of Birth

:
January 14, 1981




Place of Birth

:
Batangas City




Citizenship

:
Filipino



Civil Status

:
Married





Height


:
5’3”




Religion

:
Roman Catholic




Sex


:
Female




Visa Status

:
Visit Visa
Employment History

Tenure:
June 3, 2013 – December 31, 2013
Position: Admin Assistant

Responsibilities:

· Does monthly sales report of products sold to be submitted to Finance department.

· Monitor the in and out of product inventory of the company.

· In charge of monitoring of accounts payable and accounts receivable.

· Prepare the income statement of the company.

· Maintenance and filing of various documents of the company.

ALLIED MACHINERY PRODUCTS, INC.
Sanford Bldg. Km 22 East Service Rd.

Cupang, Muntinlupa City, Philippines
(02) 772-1633

Tenure:
January 2008 – March 23, 2012
Position: Marketing  Supervisor – EPPD 

Responsibilities:

· Communicates to the field personnel and dealers regarding engine and power products order.

· Prepares Sales Order of the dealers/customers and coordinates with the Warehouse regarding schedule and trucking of the engines delivery.

· Does monthly sales report of engines and power products that directly passes to the Division Head and Accounting Dept. for recording purposes.

· Makes report regarding the updates of sales of the Kabalikat Dealers as the basis of comparison regarding the sales flow from past to present.

· Monitor and makes report of the delivered engines and power products to the dealers for collection purposes and recordings.

· Coordinate with the Finance Dept. regarding the collection of payments of the Dealers.
Tenure:
September 2004 – December 2007

Position:  Marketing Asst. Supervisor - EPPD

Responsibilities:

· Handles the support for sales programs.  Compute points for Dealers and Salesman.

· Prepare and submit the quarterly coop claims to Briggs & Stratton International and other claim if needed.

· Maintenance and filing of various documents and references of the division

· Validates the report submitted by the Technical Sales Engineers (TSE) and Service Engineers.

· Summarize the forecast given by TSE and make a report on it vs. the actual sales.

· Prepare and compute the monthly commission of TSE and other incentive of the division.

Tenure:
July 2002 – September 2004

Position:   Sales Coordinator  – Sales & Service Division

Responsibilities:

· Prepare and request all the needs/requirements of the division (purchase order, RIC, letters, supplies, gas consumption, flight bookings, memo, rebate). 

· Check and process expense report of TSE.
· Prepare and compute the monthly commission of TSE and other incentive of the division.

Education


College




De La Salle University - Lipa




Mataas na Lupa, Lipa City

Bachelor of Science in Computer Science




April 2002

Secondary




Batangas National High School




Rizal Ave., Batangas City




March 1998




Special Science Class

Primary




Cielito Zamora Memorial School




Novaliches, Caloocan City 



March 1994




With Honors

Skill Summary

Non Technical Skills  :   Can work under minimum supervision, organize, punctual, hardworking, reliable and with good analytical skills.

Technical Skills    :         Computer literate (Office 2007, Excel 2007, Power Point 2003) 

