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Wilma 

Address : Bur Dubai
Email: Wilma.379766@2freemail.com 
PERSONAL STATEMENT

· hard-working, knowledgeable and target-oriented Sales Coordinator with an extensive successful sales record. Builds and maintains a loyal client base through strong relationship-building skills, and excels at devising strategies for increased sales. Skilled in bringing out the best in staff; able to manage
effectively and recruit talent. Strong organisational and time management ability; skilled in planning, scheduling and meeting deadlines. Driven to succeed; a valuable addition to a forward-thinking company with strong opportunities for progression.
KEY ACHIEVEMENTS
· Mandate Marketing : Achieved sales of P10.2M in one year
· Mandate Marketing : Achieved 3rd Best Sales Coordinator in the 5th month at the company.
EMPLOYMENT HISTORY
July 2007 - December 2017
Sales Coordinator, Mandate Marketing
· Served and assisted customers on checkouts
· Answered the phone/fax and helped with queries
· Ordered and managed stocks
Helped train new members of staff
· Manages the sales cycle from inception to execution
· Emphasises product features based on customers needs and up-sell IT products/services
· Responsible for negotiating contracts from year to year
(i.e price increases and stocks agreements)
· Built and retained long term friendships/relationships with customers
· Analyze market and delivery systems to assess present and future material availability and alternative sources of supply
EDUCATION
Certificate in Office Administration
STI College – Dagupan, Philippines
2006 - 2007
ADDITIONAL SKILLS
Microsoft Office ( Word, Excel & Publisher) and Adobe Photoshop
INTERESTS
Arranging social activities for family and friends, learning new things
REFERENCES ON REQUEST
