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 (
PROFILE
)
 (
Sales & Marketing of 3M Passive Fire Protection Products, office administration of passive fire division office, internal and external coordination in behalf of the 3M Passive Fire Protection Manager, market research, and give assistance and support to the sales and marketing department 
 
e.g. coordination with vendors and suppliers, taking care of the revolving fund, expense report and liquidations, local and international government research, hotel reservations, responsible  of departmental office supplies, organize business meetings, monitoring and record documents and other duties that  the officers of the corporation may assign from time to time.
Sales & Office Administrator
JUN
.200
9
 – 
AUG.
2010
 
Chittick Fire & Security Corp. 
Makati City, Philippines 
2009-
2010
) (
Responsible in
 giving assistance to the 
M
iddle 
E
ast 
R
egional 
M
anager’s personal and corporate needs such as flight reservation or booking for business trips, reservation o
f hotel accommodation, organization of
 persona
l and business meetings, preparation of draft correspondence, document management and filing, preparation of
 monitoring and record documents, liaise with other staff regarding reports, progress and coordination with clients, corporate and personal research, coordination with suppliers and vendors, personal bank transactions, 
among others
.
 
Personal Assi
stant to the 
Middle East
 Regional 
Manager
 
OCT.2008 – JUN.2009
Professor Torsten Calvi 
Corp.
 
Makati City
, 
Philippines
 
2005 –2009
) (
Promote and sell Business Listings (Online Business Directory) and/or any other advertising campaigns at 
www.streetdirectory.com
; to meet and exceed the desired monthly quota; set clear priorities in targeting specific customer sets; customize selling 
approaches for each customer set
; support team members in enhancing team performance; any other adhoc projects and/or tasks which may be assigned from time-to-time; achieve the individual and team quota that will be set before every quarter; sales quota will be subjected to revision every quarter.
Corporat
e
 Account
 
Manager
DEC2010
 – 
JAN2012
 Streetdirectory
.com
 Pte Ltd 
Singapore, Singapore 
2010
-
2012
) (
Three
 years experience in office administrati
on, two years in sales & marketing 
and 
one
 year in customer service made me d
ependable and 
systematic
, 
work well under pressure
 and 
w
ith
 less supervision
,
 and gave me excellent organization
al
 skills. My enthusiastic drive to work and excellen
t interpersonal skills opened the door for me to have a good 
working 
relationship with 
my 
local and foreign superiors in different industries.
) (
WORK EXPERIENCE
)

 (
HR and Administrative Assistant 
JUN.2007-OCT.2008
 
Responsible in entertaining walk-in applicants, assisting applicants for testing, assisting in the orientation of newly hired employees, maintenance of file management, preparation of purchase orders, coordinating with vendors and suppliers, preparing supplies and equipment for new employees, updating attendance summary of each staff, assisting the Office Administrator in evaluation of each staff, monitoring of regularization of probationary and employee anniversary calendar, checking and re-evaluation of reimbursement request of each staff, visit building construction sites in order to inspect works and other duties that the officers of the company may assign from time to time.
) (
Receptionist
 
OCT.2005-MAY.2007
Responsible in answering phone calls, entertaining guests and walk-in applicants, assisting applicants for testing
, preparing purchase orders, coordination
 wit
h vendors and suppliers, receiving
 ma
ils and other documents, preparing
 supplies and equipment 
for newly hired employee, updating
 attendance summary of each staff, assist
ing
 the Office Administrator in 
the 
evaluation of 
the 
staff, check
ing and evaluating the
 reimbursement request of each staff, order
ing
 overtime food for 
the 
s
taff rendering overtime, providing
 administrative supp
ort to the Technical Group, filing
 administrative documents
,
 and other administrative duties that the officers of the company that may assign form time to time.
) (
Receive inbound calls such as
 reception, customer service,
 and conducting outbound calls such as survey, telemarketing, 
and 
collections, 
among others
.
Tele-Service Representative 
SEP.2004 – FEB.2005
Nucomm Internat’l 
Philippines
 
Pasig
 City
, 
Philippines
) (
Conduct outbound calls such as survey
s
, telemarketing, 
and 
collections, 
among others
.
Tele-Sales Representative 
APR.2004-JUN.2004
Innovative 
Marketing Strategies 
Makati City
, 
Philippines
) (
Conduct outbound calls such as survey
s
, telemarketing, 
and 
collections, 
among others
.
Tele-Sales Representative 
OCT.2003-
MAR
.2004
Air Relay Rep. 
 
Quezon
 City
, 
Philippines
) (
EDUCATIONAL BACKGROUND
) (
Tertiary
BS Computer Science
2000-2001
AMA Computer University
Project 8, 
Quezon City
Secondary
Immaculate 
Conception
 
College
1996-2000
Balayan, Batangas
Elementary
I
mmaculate 
Conception
 
College
1994-1996
Balayan, Batangas
Sacred 
Heart
 
Academy
1989-1994
La Loma, 
Quezon City
Seminars
12
th
 Ef
fective Business Communication
13 – 15 November 2007
1
st
 H
uman Resource Management Sem.
26 July – 23 August 2008
University of the 
Philippines
Diliman, 
Quezon City
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   Computer literate, knows how to operate basic computer applications, search engine, email  system, etc.;       Can prepare correspondence; know how to properly screen and answer incoming phone calls  and conduct outgoing phone calls; and       Fluent in spoken and written English    



