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Administration Officer
Possessing 12 years of solid experience in sales and administration combined managing business relations and special projects at the senior management level. Serve as primary point of contact for and liasion between management team, sales teams, personnel, clients and suppliers. Maintain excellent written and oral communication skills, problem resolution, abilities and a high level of confidentiality. Equally effective sales management and advanced word processing support.
Areas of Expertise
	•- Administration
	- Office Management
	- Organizational Skills

	•- Telemarketing
	- Sales and Marketing
	- Customer Service

	•- I.T. Computer Literacy
	- Team Building
	- Analytical and Problem Solving Skills


Professional Experience
Computer , Inc. Philippines – Total IT and Solutions Reseller   July 2002 - February 2015
Held position of increased responsibility for this leading information technology and IT solutions provider with major clients throughout the Philippines.
Administrative Officer (May 2007 – February 2015)
•Provide executive-level administrative support to the General Manager, Finance Manager with a demonstrated ability to improvise, improve procedures and meet demanding deadlines.
•Liasion between all impacted departments to ensure proper communications and reporting practises.
•Reviewing and approving payables. Oversee the accounts payable and accounts receivable systems in order to ensure complete and accurate records of all moneys.
•Responsible for the monitoring of lines and after sales service to clients.
•Organize events and seminars; from the conceptualization to the facilitation of the actual event.
•Managing general office procedures, dealings with customers and high volume workloads while meeting strict deadlines.
•Responsible for Logistics pertaining to cars and drivers.
•Inputs data in Systems.
•Maintain a record of all important documents and confidential information
•Organize and facilities team meetings.
•Dealing with incoming emails , faxes, and post
•Prepares presentation materials.
•Ordering of equipment , materials and office supplies.
•Prepare contracts for suppliers as advised.
•Assist with preparation of the budget.
•Maintain financial files and records.
•Regular Update of sickness and absences records of the staff.
Telemarketing (April 2005 - April 2007)
•Contact businesses and private individuals by telephone to promote products and services.
•Explain the product or service to potential customers.
•Record customer details including reaction to the product or service offered.
•Schedule appointments for sales staff to meet prospective customers.
•Confirm orders placed with field sales representatives.
•Promoting company services through telesales.
•Send out Company Profile, Marketing flyers.
•Maintain required business database.
•Assist the sales team for quotation or appointment fixing.
•Generating new business leads and followups.
•Provide pricing details.
•Handle customer question.
•Cold call, direct email, and perform other lead generation activities.
Corporate Sales Executive (July 2002 - March 2005)
•Responsible for conducting various sales activities such as: prospecting and managing corporate accounts, developing sales leads, building client relationships, closing new business opportunities, and achieving or exceeding assigned sales quota.
•Maintain quality customer relations with existing clients while developing new accounts
•Perform telemarketing tasks and will work with Pre-Sales Engineer to provide sales support when conducting product presentation to customers.
•Generating and maintaining customers of defined accounts and areas through sales activities like face to face sales calls, telephone calls or entertainment.
•Implement and execute all sales objectives and action plans to reach and exceed target set.
•Achieve annual sales target with our team.
•Provide monthly sales report , annual forecast.
•Built and negotiate relationship with our clients.
•Researching and identifying sales opportunity, generating leads, target identification and classification.
•Reaching out to new customers and making presentation outlining the benefits of products/services.
•Maintaining relationship with all potential and existing clients.
•Ensuring proper servicing and after sales support to client.
•Identifies product improvement or new products by remaining current or industry trends, market activities and competitors.
•Prepares report by collecting , analyzing , and summarizing information.
•Listening to customer requirements and presenting appropriately to make a sale.
•Cold calling to arrange meetings with potentials customers to prospect for new business.
•Responding to incoming emails and phone inquiries.
•Negotiating terms of an agreement and closing sales.
•Gathering market and customer information
•Negotiating on price , cost of delivery and specification with buyers and managers.
Skills
· Profile & Friendly 
· Excellent communications and listening skills. 
· Excellent with Microsoft Excel, Word , Powerpoint. 
· Time management skills. 
Education
Bachelor of Science in Tourism, 1997 - 2002
Lyceum of the Philippines
References
- can be provided upon request.
