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OBJECTIVE:
To secure a position with a progressive, innovative company where my skills can be utilized to their fullest.
WORK EXPERIENCE:

Position:
ADMINISTRATIVE ASSISTANT
Company:
NAFFCO (DOHA QATAR)




(QATAR FACTORY FOR FIRE FIGHTING EQUIPMENT & SAFETY 

SYSTEMS)

Duration: 
October 14, 2012 – June 26, 2015

Job Description:

· Directly reporting to the Company Director.

· Manage Department correspondences.

· Prepare quotations, contracts, work completion/warranty certificatesaccordingly.
· Arranging schedules of all maintenance technicians on site as well as on-call schedules.
· File and organize documents as per transaction.

· Collecting business related information and other sales and marketing opportunities in the area.

· Prospecting / opening new clients.

· Handling customer / consumer complains.
· Perform duties and responsibilities as mandate by my superior.
Position:
ADMINISTRATIVE SECRETARY
Company:
QUALITIES TRADING W.L.L. (DOHA QATAR)



(HOTEL & RESTAURANT EQUIPMENT’S SUPPLIER)

Duration: 
November 17, 2011 – October 12, 2012

Job Description:
· Directly reporting to the Manager.
· Attending calls in the absence of the receptionist.
· Manage company correspondence.
· Prepare quotations and company specification accordingly.
· File and organize documents as per transaction.

· In charge in everyday transactions of the company regarding item delivery and stock inventory.
· Receive and process the purchase order of the company’s supply.
· In charge in the inventory of all incoming and outgoing stocks.
· Perform duties and responsibilities as mandate by my superior.

Position:
ACCOUNT DEVELOPER
Company:
COCA-COLA BOTTLERS PHILIPPINES INC.
Duration:
November 29, 2007 – October 15, 2011
Job Description:
· Monitoring Sales Volume
· Monitoring of inventory of all clients.
· Maintaining clients/customer sales database.
· Ensuring strict compliance within the company standards are being deployed in all customer branches and stores.
· Presenting sales report to the management and analyzing the hiccups and progress of each month sales.
· Collecting business related information and other sales and marketing opportunities in the area.
· Prospecting / opening new clients.
· Handling customer / consumer complain.


Position:
SALES OFFICER IN-CHARGE
Company: 
HOME PRO (CONSTRUCTION MATERIAL SUPPLIER)
Duration: 
August 11, 2002 – February 14,2006
Job Description:
· Reporting to the Operations Area Manager, responsible for project sales of all house developer within the area, designing works and contracting covering the terms and condition and price quotation for the supplier.
· Monitoring Sales Volume.
· Creating Action Plans for the sales representatives that are under-performing
· Handles customer complaints.
· Organizing store displays and merchandise.
· Handling damage merchandise and returns.
Position:
ARCHITECTURAL DRAFTSMAN (AUTOCAD OPERATOR)
Duration:
Free Lancer – for private apartment and house design.
Job Description:
· Uses computer assisted design/drafting (Solid Works CAD) equipment and software to develop designs.
· Create and revise production drawings (detail and assembly drawings).
· Drafts detailed multi view drawings of machine and products.
· Update drafting and engineering standards.
· Responsible for setting up and maintaining an organized file system for production drawings.
· Assist in costing jobs.
· Involvement in building materials layout and pricing.
ACADEMIC CREDENTIALS & TRAININGS:


Tertiary:
Bachelor of Science in ACCOUNTANCY, 2002 (5 Years)




St. Mary’s College of Meycauayan




SaluysoyMeycauayan, Bulacan, Philippines




Bachelor of Science in ARCHITECTURE, (4 Years)




Adamson University




San Marcelino St. Ermita, Manila, Philippines
Short Course:
AUTOCAD 2012 CERTIFICATION COURSE, October 2011


MICROCADD TECH, CO., INC.


SM NORTH, ANNEX 4thFlr. SM CITY North Ave. Cor. EDSA


Brgy. Sto Cristo, Quezon City
SKILLS:


· Knowledgeable skills in using AUTOCADD
· Knowledgeable in preparing/creating Technical Drawings
· Proficient in Microsoft Word, Excel, Power point, Outlook and Internet Surfing.
· Professional driving license holder.
· Hardworking, customer oriented, team player, dynamic, can work with minimal supervision and under pressure.
· Can communicate to people in English
PERSONAL DATA:


Nickname:
MJ


Date of Birth:
June 20, 1975


Civil Status:
Married


Height:

5’5”


Visa status;
Visit






