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              CURRICULUM  VITAE

ROBEN MARK 
Email: robenmark.369760@2freemail.com 
CAREER OBJECTIVES

To be a part of a company that encourages professional growth, where I could apply and enhance the knowledge and skills that I have acquired through my study and several years of intensive and productive professional experience. To be able to explore, share, acquire and utilize knowledge to a company that value high interpersonal, result oriented and proper equipped person for both interest advancement.
COMMUNICATION SKILLS

· Communicate effectively and proficiently either oral or written.
· With fluency in both English and Pilipino. 

· Dynamic, highly talented, confident, self motivated and productive.

· Success and result oriented with positive attitude.

· Ability to work independently with less supervision and is eager to be trained.
· Quick learner and able to grasp things easily and willing to learn new packages.

· Ability to function in multi-cultural environment.
EDUCATIONAL ATTAINMENT
ST. FRANCIS OF ASSISI COLLEGE SYSTEM

2ND YEAR COLLEGE/ ACS

1996
EMPLOYMENT HISTORY
· AROMA RENT-A-CAR LLC

April 2014  Up to Present

Branch in Charge 

Deira Branch

· Greet customers, complete necessary rental and parking information (Salik, Traffic Fines), disclose rates, terms and conditions and obtain customer signatures while using effective sales technique to encourage customers  utilize service options.
· Respond to inquiries from clients about the availability and cost of vehicles.

· Take reservations and explain the terms and the conditions of rental or lease.

· Collect payments and provide support services and assists for “overall sales” (when dealing with regular accounts of leasing

· Receive telephone calls and handle customer-related issues; transfer phone calls to appropriate personnel and take messages.

· Upload and update the agreement and replacements in RTA intranet system.

· Maintain and update rental agreement files; notify customers of overdue rental vehicles and inquire as to expected date of return and process rental extensions.
· Complete car exchange requests in the system, and submit various daily reports to supervisor.
· CAR LEASE RENT-A-CAR LLC
11th September 2010 Up to Present

Office in Charge – Rental Agent

Deira Branch
· Uploading Rental Agreements to Dubai Police Portal making sure that the car is in good condition before renting it to the customer.

· Insuring all the documents is valid.

· Cash transaction, closing and depositing to our bank account.

· Daily activity report to be submitted everyday to the Sales Manager.

· Daily movements of the car like transfer to garage, and to other drivers.

· Sending and answering emails.

· PRIVELAGE RENT-A-CAR LLC

               1ST November 2006 to 25TH November 2009

               Rental Agent
               Deira, Dubai

· Dealing with people to convince them to have an agreement and explain thoroughly the terms and conditions.
· Handling customer service by assisting clients complains and solving one by one.
· Arranging vehicle to move in any location from the central reservation counter if we have booking on line or replacement to be done.

· Daily monitoring spot for agreements for daily, weekly and monthly basis to check the overdue or expiring agreement.
TRAININGS AND SEMINARS

CINELLE REVIEW TRAINING CENTER MANILA, PHILIPPINES

INTEGRATED HOTEL, RESTAURANT AND PASSENGER SHIP OPR.

JANUARY 2004
PERSONAL INFORMATION
NATIONALITY
: FILIPINO
DATE OF BIRTH
: 9TH MAY 1977
MARITAL STATE
: Married
LANGUAGE      
: TAGALOG AND ENGLISH
VISA STATUS

: RESIDENCE VISA
WITH UAE DRIVING LICENSE- AUTOMATIC 13/04/2008
I hereby declare that all above mentioned details are true and correct to the best of my knowledge.










   ROBEN MARK 
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