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Marketing & Sales Executive – Accessory Division

Well diverse and progressive experience as account executive of a manufacturing company for more than 10 years.  Well verse in terms of product development per buyer’s directives, creating new item or sample together with R&D Research and Development team and kept all necessary files.  Responsible in replying all emails , answering phone calls, meeting minutes and attending buyer’s presentation.  Monitor order status report per account.  Well equipped with the knowledge in terms of CITEM show preparation. 

Strong organizational and communication skills with the ability to independently plan and manage task assigned to me. Accustomed to fast-paced, high-pressure positions demonstrated ability to prioritize multiple tasks, meet deadlines and provide quality service.

Areas of Expertise

Time Management and Prioritization
Expert in buyer’s presentation requirements
Well verse in terms of preparing for big event like Trade Shows 
Arranged travel itinerary for out of the country for Accessories or Furniture Shows
Sending reports using Microsoft Excel, Power Point or MS Word
Multi-tasking

Professional Experience

Calfurn Mfg. Philippines Incorporated						April 2004 – present
Manga Road PulungBulo Angeles City Philippines 2009
(Inter-company transfer)

Sales and Account Executive
· Responsible for all new samples request and coordinate to R&D team.  Conduct a PPM or Pre-production meeting with buyer’s agent, our production and database. Attend buyer’s product presentation. Prepare all necessary reports every end of the month. Answers all emails of clients and attend walk-in buyers. Review all vendor manual and platform of new clients and download to all concern. Process all orders by preparing order confirmation and job orders.

Assistant Production Planner							May 2003–March 2004

· Summarize all job orders and prepare schedule.  Responsible in attending weekly production meeting with the production manager, supervisors and logistics.  Prepare a weekly status report per ship date and per buyer.  Responsible in sending request for inspection to our Sales & Marketing department and send update per account

Teamworx Industrial Machineries & Aweca Exim Trading Corporation		February 1995- April 2003
Manga Road Pulung Bulo Angeles City Philippines 2009				

Office Clerk (Working Student)
· Learned how to manage my time as a working student.  I need to monitor production output per day and prepare the necessary details needed in preparing employees payroll.  Check availability of materials per job order.  During my time at Teamworx Industrial Machineries, I am responsible for preparing the schedule of machineries maintenance per building including the sister companies.  Responsible for in and out of materials, tools and supplies needed per department.

Education 

Angeles University Foundation
MacArthur Highway, Angeles, 2009 Pampanga
Bachelor of Science Major in Marketing
1996-1998

CSSI – Computer System Specialists Institute
Rizal Street Angeles City 2009 Pampanga
Computer Secretarial
1995-1196
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