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	CONTACT

[image: ] +971 54 2988 698
[image: ] maeannatinaja23@gmail.com

	PROFILE

Diligent Sales Coordinator offering 7 years of FMCG (Retail) experience and expertise in cementing productive partnerships. Self-directed and determined in controlling inventory and meeting demands. Enthusiastic about capitalizing on in-depth understanding of developing and turn around sales to making a positive impact. With over 7years of success in business- to- business and business-to-consumer sales within Retail and HORECA industries. Accomplishes in overseeing day-to-day business operations and fostering relationships with customers and suppliers for sustained business growth. Knowledgeable about dry, fresh, chilled and frozen food categories offerings and bringing years of customer relations experience. Task-oriented, focused on maximizing efficiency and sales success. Proven track record and interpersonal skills and solid history of success with Retail customers.

	SKILLS

retail & sales support
sales coordination
sales processing/invoicing
order fulfillment
inbound &outbound calling
documentation & reporting
technical support/asst
recordkeeping strengths



	WORK HISTORY
[image: ]
SALES COORDINATOR          
Admirals Trading LLC -Dubai, UAE        
2014-PRESENT

* Worked alongside with the retail representatives to boost sales by enhancing product presentations.
* Streamlined invoicing processes to increase daily sales and organize productivity.
* Handled customer inquiries by staying up to date on market and industry trends.
* Prepared pricing strategies for current customers, and potential new customers to enhance sales and increase profitability.
* Stayed updated on Retail products and maintained long term relationships with the customer, resulting in increased overall sales.
* Set up appointments with potential and current customers to promote new products.
* Used JDE (ERP), SFA (Sales Force Automation) system to process Pos, sales, returns and online orders.
* Worked closely with the Retail Manager, Key Account Managers, & Key Account Executives to handle customer and merchandising concerns.
* Increased customer satisfaction by on time & smooth delivery and close monitoring of stocks with the purchasing team & coordination with the logistics team.
* Identified new targets, developed new business opportunities and presented product lines to existing and potential customers.


[image: ]SENIOR ACCOUNTS ASSISTANT    
BDO Unibank Inc. Quezon City, Philippines  
2006-2014

* Managed entire accounting cycle including preparing documents, finalizing reports and closing of books.
* Accurately documented all cash, credit, fixed assets, accrued expenses and line of credit transactions.
* Maintained up-to-date knowledge on business permits, certificates, and documents as a mandatory compliance to the government.
* Reconciled accounts, AP, AR, P&L, Rentals, adjusting entries through AS400 system.
* Set up and improved accounting systems and processes to meet business needs and maximize effectiveness of operations.
* Performed, final checking of customer transactions like, check and cash deposits, withdrawals, Time Deposits & Safety Deposit Boxes.
* Handled various accounting transactions.
* Attended bank trainings to further update and enhance and improve accounting skills.


[image: ]PRODUCTION OPERATOR  
Philips Semiconductors Ph. Inc – Cabuyao, Laguna Philippines
May 2005- October 2006

* Worked with Supervisor to coordinate workflow and updated daily production team accordingly.
* Operated top-of-the-line equipment while adhering to safety procedures and effectively generated results.
* Took part in all company-offered training sessions, improving and acquiring knowledge needed to operate machine.


	EDUCATION

BS. BANKING &FINANCE
2000-2004
University of Northern Philippines
Vigan City, Ilocos Sur Philippines


SOFTWARE

JDE (ERP)
SFA (Salesforce Automation)
AS 400

LANGUAGE

ENGLISH
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