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HYDEE F. VILLAMIL

Email Address: hydee_villamil@yahoo.com


WORK EXPERIENCES:
February 9, 2013 – up to present

Business Development Executive

ZETEK COMMUNICATIONS LLC

P.O. Box 121716, Dubai UAE
· Understanding client’s requirements and quoting accordingly. 
· Preparing quotations and proposals.
· Preparing BOQ's
· Support and handle sales and technical enquiries.

· Developing the channel sales and dealer network. 
· Maximize sales, reducing stock loss
· Promoting security systems and data voice solutions.

· Collate, interpret & upload all the products brochures & images on the website.

January 10, 2011 – January 10, 2013
Archieve Clerk

ABU KHALID EXHIBITION LLC

Murshid Bazar, Souk Deira St., Dubai, UAE
· Handle stock receiving, segregating & dispatching of goods to customer.

· Maintain accurate stock records, perform inventory stock take.

· Maintain & update databases, handle incoming calls, mails & couriers.

· Prepare invoices and payment using tally software. 

· Perform all activities regarding sales, assist in deliveries whenever required.
October 2009 - December 2010 
Operation & Marketing Staff

MJRE Computers & Printery 

Puzon Bldg., Artacho St., Lingayen, Pangasinan
· Processing documents to all requested parties usually on government transactions such as procurement, supplies, collection.

· Ensure all necessary permits, licenses are up to date, and all necessary office equipment is maintained and serviced. 
· Maintain liaison with external and internal suppliers, assisting in commissioning and delivery of marketing material.
· Provide accurate and creative copy writing and proof reading skills as directed by the marketing manager and working to pre-agreed deadlines.
· Ensure that all printed promotional material is distributed effectively throughout company departments and to the company board to include posters and leaflets.

August 2008– September 2009
Clerk Documentation

Ten 25 REDCO (Real Estate)

Grand Royale Subdivision

Bugallon, Pangasinan
· Responsible in processing of documents required by PAG-IBIG Housing Program or HDMF.

· Marketing, doing site tripping for clients, & evaluating them.

· Record Keeping and Updating Database 
· Coordinating/Follow-up with contractors for building maintenance
· Preparing Tenancy Contract 
· Coordinating with the Tenant’s for various concerns  

SPECIAL SKILLS AND CAPABILITIES:

· Strong interpersonal ability, computer literate & high level of proficiency in Microsoft Office Programs: versions of Microsoft Word, Power point, Microsoft Excel, Microsoft Office Publisher; Adobe Photoshop and Corel Draw X4. Able to perform office tasks and interacts as a team player

· Can work under pressure and able to work with minimal supervision

· With good English communication and writing skills

EDUCATIONAL ATTAINMENT:
Bachelor of Science in Computer Science

Colegio de Dagupan (formerly Computronix College)
Arellano St., Dagupan City, Philippines

June 1999 - October 2003 
Call Center Agent OJT Training Program
Cyber City Teleservices
CSEZ, Pampanga
November 13, 2004 – December 13, 2004
Computer Hardware Servicing

Manpower Advanced Studying in Technical Training Center Inc.

Perez Blvd. Dagupan City, Pangasinan, PH

October 6, 2007 - April 16, 2008

PERSONAL INFORMATION:

Place of Birth : 


Angeles City, Philippines
Date of Birth:



March 21, 1977

Nationality : 



Filipino

Civil Status : 



Single

Religion : 



Roman Catholic

Fathers Name : 


Mr. Rosendo Villamil

Mother;s Name : 


Mrs. Angelita Villamil

Language or Dialect Spoken : 
English, Tagalog
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