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KEY Secretarial SKILLS

MS Office (Word, Excel,Powerpoint)


Internet surfing/ searching

Telephone Techniques



Clerical skills/ bookkeeping skills

Knowledge of Office Equipments


PC Troubleshooting

(Fax,Scanners, Copiers)

C A R E E R    R E V I E W

M e d i c a l  S al e s  R e p r e s e n t a t i v e
1. SALES ACHIEVEMENT

· Promote the sale of medical supplies/medicines to doctors, dentist, hospitals, medical schools, retail establishments and other related organizations

· Took charge of territory without market presence, formulary acceptance nor contacts and delivered significant results in quantifiable objectives

· Achieved all Star Ranking for the year 2005 for the boosted-share growth yearly achievement

2. ADMINISTRATIVE Study data describing for new products to accurately recommend the 
purchase of the pharmaceuticals

·  Write specifications for ordering medicines

· Provide information about nutrition-products to a wide range of customers.    

3. ASSET MANAGEMENT


Ensure that stock level is appropriate for the daily, weekly and monthly sales.


Overseas the daily sales; checks cash/credit sales for deposit and submission to the head office.

4. REPORTS


Responsible for the Weekly, Monthly, and yearly Reports and Presentations.


Comparative study and weekly perfomance/presentations


Continously searches for self-improvement by reading, attending seminars and/or trainings, etc.

5. STRATEGIES


My personal work approach and style of not only having a job but a career

S A L E S  E X E C U T I V E




COSMOS ITL Group of Companies





SHARP Electronics and Appliances





Al Fahidi Street, Bur Dubai, Dubai, U.A.E





June 2007 - August 2008

Oulets Assigned:


1. Jacky's Electronics-IBN Battuta Branch, Dubai


2. Sharaf DG Electronics-Diera City Center, Dubai


3. Carrefour-Diera City Center, Diera


4. Ge'ants-IBN Battuta Branch, Diera 

Duties and Responsibilities:

1. SALES ACHIEVEMENT


Plans strategy to achieve monthly quota.


Recommends sales promotions and other activities to increase sharp sales.

2. CUSTOMER RELATIONS


Ensure to maintain the high standard customer service.


Assist customer from time to time.


Attends to all Sharp customers complains and queries


Observes and gets feedback from the customers on how to improved our (Sharp LCDs) services 
and products.


Demonstrate Sharp products and advise clients on how using these products can reduce 


costs and increase sales.


Discuss the client’s needs and suggest how their merchandise or services can meet those needs. 
I can show samples or catalogs that describe items of the company stocks and inform customers 
about prices, availability, and ways in which the 
products can save money and boost productivity 
through emphasizing any unique qualities of their products and service.


Promotes features, advantages and benefits in line with marketing directives of Sharp.

M E D I C A L  S A L E S  R E P R E S E N T A T I V E


A.  Metro Pharma Philippines Inc.








Mandaluyong City, Philippines









April 2005 – March 2007  




B.  Zuellig Pharma Philippines








Makati City, Philippines









August 2004 – March 2005   
1. SALES ACHIEVEMENT

· Promote the sale of medical supplies/medicines to doctors, dentist, hospitals, medical schools, retail establishments and other related organizations

· Took charge of territory without market presence, formulary acceptance nor contacts and delivered significant results in quantifiable objectives

· Achieved all Star Ranking for the year 2005 for the boosted-share growth yearly achievement

2. ADMINISTRATIVE Study data describing for new products to accurately recommend the 
purchase of the pharmaceuticals

·  Write specifications for ordering medicines

· Provide information about nutrition-products to a wide range of customers.    

3. LEADERSHIP

· Recruited to provide strategic planning and leadership direction

· Provided training, development and supervisory direction to contract sales representative

· Facilitate in the involvement of the company from multiple layers of sales force to achieve common business goals

· Frequently invited to deliver presentations at district meetings on strategic planning and other relevant topics

· Managed medical/hospital center accounts including managed car

· Create and execute strategic sales plans for territory to market pharmaceutical products and influence prescribing habits

P E R S O N A L  A S S I S T A N T






(PA to the Managing Director)





    April 2003 - July 2004

1. Support the Manager to all his daily activities and undertakings from breakfast, apparel preparation, 
portfolio, phone, keys, bags and other important documents to carry.

2. Full secretarial support to the Managing Director.

3. Daily office management, administrative decision-making.

4. Preparing, faxing, mail-merging, e-mailing of all types of correspondence and reports.

5. Consignment booking, flight and hotel booking.

6. Receiving and directing phone calls; taking up messages as necessary.

7. Updating the manager's appointment book

8. Preparing of minutes of meeting.

9. Preserving high-level of confidentiality with the Managing Director's affair and activities.

A D D I T I O N A L   T R A I N I N G   E X P E R I E N C E S
1. RED GROSS VOLUNTEER & FIRST AID TRAINING EXPERIENCE

·  Attended medical and surgical missions within metro manila and near provinces.

· Help donate medicines to people. 

2. Animal Handler ( Dog Breeder )

· Write specifications for ordering medicines

· I have the attitude of '' I LOVE my dogs''; with experience on training dogs; with patience and self confidence
3. Office Staff ( Auditing Department ) 


University of the East


Checker - checks the attendance of the professors



  - audit thier monthly salary

E D U C A T I O N
College of Medicine – Preparatory for Doctorate 

Pamantasan ng Lungsod ng Maynila – 2001 -2003

Graduated with a degree in Bachelor of Science major in BIOLOGY

University of the East, Manila, Philippines in the year 1997 - 2001

University Scholar

K E Y  S K I L L S

Computer and English training courses an advantage.


Be able to drive light vehicles.


A good swimmer.

Personal Attributes:

· Fluent in spoken and written English

· Attention to detail

· Dependable, organized and adaptable to change.

· Reliable self-starter able to establish priorities and organize workload on a daily basis with minimal direction.

· Good interpersonal skills, and be able to deal with a wide range of situations and personalities.

· Ability to work well under pressure.

· A team spirit and cooperative attitude.

· Good organizational skills.

· Good phone skills and phone personality

I hereby testify that the above statements are true and correct to the best of my knowledge.

