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OBJECTIVE:

To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently and effectively for personal and organizational growth.

PERSONAL DATA:




Date of Birth:

November 30, 1982




Gender: 


Male




Citizenship:

Filipino



Civil Status: 

Married




Religion: 

Roman Catholic

                           

Visa Status:

End Contract - November 17, 2016

EDUCATION:



College:



University of St. La Salle - AC



Banica, Roxas City, Capiz, Philippines



Bachelor of Science in Commerce




Major in Management Accounting




Dean’s Lister




S.Y 2000-2004
Secondary:




Ma-ayon National High School




(Villaflores Annex). Ma-ayon, Capiz, Philippines



Valedictorian / First Honor



S.Y 1996-2000
Elementary:




East Villaflores Elementary School




Ma-ayon, Capiz, Philippines



Salutatorian / Second Honor



S.Y 1990-1996
SKILLS:
· Oracle user ( ERP / 407 )

· Marketing and sales specialist

· Excellent in customer service

· Excellent in communication  and public relation skills

· Good managerial, presentation  and negotiation skills

· Flexible and can work well even under pressure

· Knowledgeable in Business Correspondence
· Computer literate proficient in MS Word, Excel and PowerPoint

WORK EXPERIENCE:
RETAIL
OCTOBER 16, 2012 – NOVEMBER 17, 2016
SENIOR SALES EXECUTIVE
United Arab Emirates
Duties and Responsibilities:
· Assistant store in-charged
· Coaching sales staff

· Provides excellent customer service

· Marketing and selling of the products

· Maintaining good relationship with the customers

· Responsible for cashiering / POS- Point of Sale and making sales reports

· Set up new customer accounts and maintain customer databases

· Handling and resolving different complaints

· Knowledgeable in Store Inventory Management: 
Direct delivery, warehouse delivery, transfer, damage and return
· Assisting stock take / cycle count or  inventory of the store

· Conduct standard merchandising and checking store displays

· Arranging and organizing stockroom

· Communicate and coordinate with the back office teams to process orders, forms, applications, requests, permits and all administrative functions
· Meet the bottom line / target
TELECOMMUNICATION
NOVEMBER 15, 2010 – OCTOBER 10, 2012
SENIOR ACCOUNT & SALES EXECUTIVE

Philippine Long Distance Telephone Company (PLDT)

McKinley St., Roxas City, Capiz, Philippines

NOVEMBER 3, 2004 – APRIL 15, 2008

ACCOUNT & SALES EXECUTIVE

Philippine Long Distance Telephone Company (PLDT)

McKinley St., Roxas City, Capiz, Philippines
Duties and Responsibilities:
· Account and sales specialist
· Managing subordinate sales staff
· Provides excellent customer service
· Dealing with the clients for product assessment 
· Call-out and follow-up clients on their application
· Manage installation process
· Opening and updating accounts of the clients
· Promote products to different clients to saturate the market and conduct  campaign to increase sales
· Making of weekly, monthly, quarterly and yearly end reports
· Maintain the filing system / database of the customers
· Performs administrative functions and office works
· Achieve, maintain and exceed the required sales quota
OIL AND GAS

MAY 09, 2008 – OCTOBER 26, 2010
PURCHASE & SALES COORDINATOR / PURCHASER
MANNAI CORPORATION – MANWEIR W.L.L.
Arabian Gulf, Mannai Complex, P.O. BOX: 4038, Doha Qatar

Duties and Responsibilities: 
Purchasing, Store and Fabrication Departments:

· In-charged of Direct  Sales  jobs
· Purchasing and receiving of  the materials  ( supplies / equipment )
· Interact and coordinate  with the suppliers & clients  for their  inquiries
· Opening of the jobs based on purchase orders and quotations
· Shipment, closing and process payments of  the  complete  jobs
· Forwarding  the complete  jobs  to Account Department  for invoicing
· Reporting  the  status  of  the jobs  to the Manager
· Follow-up clients for the jobs ( local / foreign )  
· Conduct  inventory of supplies & equipment
· Exporting and booking of the material requirements  to the system
· Checking of all booked items in the system

· Receive  and  invoice material  requisitions  of  different  Departments
· Checking and confirming purchase orders and  content of deliveries
· Preparing and issuing delivery notes for supplied items
· Follow-up every department for invoices & purchase orders from  the clients
· Performs Customer Service and General Administrative Works
REWARDS / ACHIEVEMENTS:
· Graduated  Chalhoub Vocational Course – QCF/CRVQ

Pearson EDEXCEL Level 2 Certificate in Retail Skills
· Passed BTEC Training – Business & Technology Education Council
· Customer Service Excellence Awardee – Geox Dubai Mall

· Top 1 in RETAME competition ( GCC region ) – Geox Product knowledge
· Best Attitude Awardee – Chalhoub Retail Academy

· Sales top performer – Geox Dubai Mall, Dcc and Level Shoe District
· Licensed Financial Insurance Executive – Insurance Commission

· Passed Oracle Training ( 407 / ERP ) – Mannai Corporation QSC
· Awarded Best Group Reporter (Marketing Research) – La Salle
· First Honor - Secondary School  
· Second Honor - Primary / Elementary Grade
· Top 1 in NEAT Examination - Primary Grade
TRAININGS AND SEMINARS ATTENDED: 
· Chalhoub Trainings: Induction, Brand, Customer Service, CSR, RISE, BTEC and QCF/CRVQ
· ORACLE Training: Mannai Corporation / Manweir W.L.L.
· PLDT Training: Customer service and product knowledge
· Equitable PCI Bank ( Banco de oro ) -  (On Job Training)
· Leadership Training - 1st Student in Free Enterprise (SIFE)
Philippines International Lecture Series on Entrepreneurial


· 1st Joint Entrepreneurial Seminar
· Professional Leadership Program
REFERENCE: Available upon request 
