	Career Aspiration
	Considering myself to be hardworking, respectful and committed professional, with strong planning and problem solving ability, who readily adapts to change, works independently and exceeds expectations. I plan to join an organization which can provide me enough scope and opportunity to work in assignments that will utilize my skills that will benefit me and the company.


	Education
	4 year cOLLEGE GRADUATE
	BS in Computer Science - 2002


	Key Skills
	Office Skills:
	Office Management

Records Management 


	Client Relationship Management
Telemarketing skills/team player
Strong Communication Skills

	

	
	Computer Skills:
	MS Word / MS Excel
MS PowerPoint
MS Outlook /Emails

Basic knowledge on PC troubleshooting
	
	 


	Work Experience
	SERVIC TRADING & HAULING SERVICES CORP. (Manila)
	EXECUTIVE ASSISTANT –2011 to present

	
	· Handled multifaceted tasks (e.g., data entry, records management, client communication and billing) as the assistant to the accounting and executive personnel. Coordinated meeting arrangements of the executives, maintained database and ensured the delivery of premium service to the clients. Quickly became a trusted assistant of the  chief decision maker in the company.

	
	· Communicated effectively with multiple departments to plan meetings and prepare reports for the executives. Established strong relationships to gain support and effectively achieve results. 
· Entrusted to manage office during the absence of top executives.  Provided timely, courteous and knowledgeable response to information requests of clients.
DIGITAL SQUARE LLP – SINGAPORE    ASSISTANT EXPORT SALES MANAGER -2009-2010
·  Develop and executing export sales strategy.
·  Business Development, coordinating internally with finance, production and customer service
· Incharge for customer care support specializes in handling cold calls
MEMORYONLINE SHOP – (Back up office-PH)  OPERATION MANAGER  - 2006 – 2009
· Coordinate with the General Manager with a day to day operations
· Training and mentoring all the team members

· Email correspondence for all accounts
B2B iConnect  SINGAPORE                    CUSTOMER SERVICE ASSISTANT   2004- 2006

· Customer Care Support
· Email correspondence for all the clients

· Database Management

SERVIC TRADING & HAULING SERVICES CORP.    OFFICE STAFF – 2002 – 2004

· Assisting to the accounting and collection dept.

· Telemarketing from existing clients 

· Encoding monthly customers statement of accounts

· Filling office documents and maintaining the database for day to day operations
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Husband :  Emil Sardilla

Child :   Evan Cyrus Sardilla
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