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Career Objective:
To obtain a full time job and to contribute my knowledge and skills that enables me to grow while meeting the company’s goal.
Qualifications:

Computer literate, good in interaction and in verbal communication, fast
Learner, hardworking.
· Ability to work well independently and in a team environment; 
· Takes great pride in completing a job with Accuracy, Proficiency and Effectiveness; 
· Resourceful and is able to work under pressure; 
· Effective customer care and a fluent English speaker; 
· Believes that customer’s satisfaction is a paramount concern; 
· Has a great personality, highly sociable and friendly towards others 
· Possesses high initiative and commitment to excel. 
	Work Experiences:
	

	Senior Sales Associate
	January 27, 2012-June 30, 2015

	Wheeltek Motorsales Corporation
	Dasmariñas,City Cavite Philippines


· Uphold values of dignity, integrity, honesty and dedication on assigned tasks. 
· Develop patience and positive appearance in dealing with customer at all times. 
· Keeping the harmonious relationship between co-employees. 
· Deliver quality and satisfactorily customer service at all times. 
· Update daily or on set schedule the Area Sales Coordinator/ Sales & marketing Dept. Of the data they are requiring. Example needed to update are listed below: 
· Manpower Updated Every Saturday thru SMS. 
· Honda Sales Update everyday 
· Update all journals (stock position journals, birthday journal, credit bureau journal). 
· Be Flexible in any system changes. 
· Perform other duties as may require. 
· Resolves customer complaints by investigating problems, developing solutions, preparing reports making recommendations to management. 
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Frontdesk Representative and receptionist
July 2011-January 2012
Tagaytay Wingate Manor
Tagaytay, City Philippines
· Deliver excellent customer service, at all times 
· Assist in keeping the reception area clean and tidy, at all times 
· Deal with all inquiries in a professional and courteous manner, in person, on the telephone or via e-mail 
· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety 
· Always adhere to all company policies and procedures and licensing laws 
· Be involved and contribute at team meetings. 
· Carry out instructions given by the management team and head office. 
· Attends to incoming and outgoing calls. Screen calls before forwarding 
· .Responsible for Outgoing and Incoming Mails and distribute them accordingly 
· .Typing of forms as requested. 
Marketing Sales Assistant
June 2009- June 2011
Kim-Joy’s Buko Juice
Silang Cavite, Philippines
· Greeting customers 
· Keeping the product tidy, fresh and clean. 
· Be involved in stock control and management 
· Answering queries from customers. 
· Reporting discrepancies and problems to the General Manager. 
· Giving advice and guidance on product selection to customers. 
· Balancing cash registers with receipts. 
· Responsible dealing with customer complaint. 
	EDUCATIONAL BACKGROUND:
	
	

	Bachelor of Science in Computer Science
	Cavite State University

	Silang,Cavite
	Philippines
	
	Graduated: April 2010

	PERSONAL INFORMATION
	
	

	Age
	:
	25 years old
	

	Date of Birth
	:
	Dec. 15, 1989
	

	Place of Birth
	:
	Silang Cavite, Philippines
	

	Civil Status
	:
	Single
	

	Religion
	:
	Roman Catholic
	


Certificates & Character references are available upon request. I hereby certify that the above information are true and correct to the best of my knowledge and belief.
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