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IVY B. SANTOS

Villa 45 16 st cor. 71 Satwa, Dubai, U.A.E

+971559326416
ivysantos1977@yahoo.com


Secretary/Account Coordinator 

        

Wilson Group of Company       

                                                         




Crimson, Bunny jeans & shirt







Luzon Area
                                                          




 
May 2003 to January 2006
Duties & Responsibilities :

· Provide administrative and clerical support, take dictation, screened all calls.
· Maintain a filling system, arranging schedule of appointments.
· Should be able to make travel arrangement.
· Should be able to make delegate work, supervise, coordinate and participate in the work of office support

· Manage the office in the absence of the director.

· Handling petty cash, plans and  priorities.

· Work effectively  with no supervision or instruction.

 

Sales Coordinator                              



Dickies Jeans USA
                                                          





Megashoppe Dept. Store
                                                          





Baliuag,Bulacan

                                                          





March  2001 to April 2003

Duties & Responsibilities:

· Achieving the sales targets set by the Management.

· Servicing the market in the adequate manner to provide for the profitability, market share and growth rates set by the Company.

· Develop, implement and analyzed effective sales planning based on dynamic forecasting and comprehensive market research.

· Monitoring the market activities to identify possible scope of work and to generate sales leads in accordance with the set budget.


Sales Coordinator                            
 


Noble House antique

       
                 

                




Mandarin Oriental Hotel

                                                          





Makati City

                                                         





February 2000to February 2001

Waitress/Receptionist                         


Saisaki Japanese Restaurant

                                                          





West Ave. Quezon City

                                                         





January 1999 to January 2000 



​​​​​​​​​​​​​​​​​​​​​​​



Birthday 
:       
November 23,1977





Age 

:     
32



Sex            
:      
Female


Religion      
:       
Roman Catholic


Civil Status 
:      
Single


Visa Status
:
Visit Visa



Visa Expiry
:
Sept. 04, 2010




College





 Computer Science Technology










Asian College of Science And Technology

Maharlika High-way
Cabanatuan City










May 1998



High School





St. Paul School 










San Antonio Nueva Ecija










1991-1995

Elementary





St. Paul School 










San Antonio Nueva Ecija










1985-1991
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Work experience





Personal References





Educational Background








