DARREN HANSEL J. TAN

Administrative Assistant [ Project Coordinator

REB, REA

Summary of Qualifications

. Seven years of cumulative experience in Project Coordination across 4 different industries
such as F&B, Real Estate, Retail Construction, and Cryptocurrency/Blockchain

. Comfortable working in a fast-paced environment that may require multi-tasking

. Highly flexible with different duties, can do extra assignments even if not stated in the job

description as needed to avoid bottlenecks

. Bound to work on fasks even beyond working hours as long as the deadline will be met

reasonably

. Can adapt quickly with new technology and culfure

Work Experiences (Present)

Freelance Assistant Project Coordinator

Dreamventures PH (2021 - present)
Paranaque, Philippines

My Contact

(+63) 976-097-3388

Jtan.darren@gmail.com

#10 Los Tamaraos St., Los Tamaraos Village,
Tambo, Paranaque City, Philippines

Facilitates a total of 4 communities in the
blockchain space, particularly Play-to-Earn
projects

Strategizes and plans the events, contests,
and activities in order to increase online
community growth and engagement
Assists the project heads by securing all
requirements to avoid bottlenecks in our
tight schedule

Coordinates with different point personnel
ensuring deadlines are met beforehand
and results exceed client expectations

Assistant Manager

Liwoj Marketing Corp. (2019 - present)
Pasay, Philippines

« Assists with daily customer transactions

including walk-ins, telephone inquiries, and
e-mail transactions

Manages the inventory of stocks and
prepares orders in advance to ensure and
maintain healthy inventory

Maintains a positive work environment fo
help improve employee productivity

Laundry Shop Owner
House of Wash (2019 - present)

Caloocan, Philippines

« Oversees the operation of the business,

ensuring that we'll hit the monthly sales
target or at least hit a minimum of 20
customers a day

Creates promos and events in order to
increase sales and customer loyalty

Education

Ateneo de Manila University (Philippines)
AB Management Economics (2010 - 2014)

Skills

« Teamwork

« Punctuality

« Research

. Problem Solving
o Initiative

.« Microsoft Office

Language

« English
« Filipino

o Fujian




Work History

Assistant Project Director

SM Development Corporation (2016 - 2019)
Pasay, Philippines

Assisted with the overall project management of 3 existing residential condominiums with $180M total
valuation in the country, from marketing, building maintenance, sales, and finance

Coordinated with different departments such as Legal, Marketing, Accounting, Business Development,
Sales, Engineering, and HR to ensure project success and sustainability

Prepared financial statements to verify project feasibility and presented to the Asst. Vice President
Personally visited the construction sites to verify that plans are being followed

Suggested multiple marketing strategies in order to increase brand awareness of an already tight
competition in the residential real estate market

Attended multiple trainings and seminars ranging from fopics about enhancing management skills to
self-improvement

Real Estate Sales Agent

Ayala Land Premier (2015 - 2015)
Bonifacio Global City, Philippines

Sold condominium and land plots

Travelled to different locations around the city in order to personally hand out flyers and find clients
Made several spreadsheets and powerpoints in order to provide several investment options to suit the
client's needs

Worked 7 days a week in order to achieve sales target

Supply Chain Officer

Contemporain Foods Inc. (2014 - 2015)
Cavite, Philippines

Facilitated the supply chain operations in the assigned warehouse particularly with maintaining a
healthy inventory of food and drink ingredients

Tasked with scheduling warehouse-to-store fruck deliveries to about 30+ stores around the city and
5-10 stores off-island

Visited the main head-quarters located in Jakarta, Indonesia in order to receive special training
Tasked to oversee more than 30 warehousemen & women

Other Work-Related Experiences/Skills

Started a side business during the pandemic about making handcrafted vegan soaps & coconut-soy
candles

Licenses

Real Estate Broker (2016)
Real Estate Appraiser (2016)




