SHERYL ANN BUENAVENTURA       

726 Ivory St. Camella Homes III, Greenheights Village,

Paranaque City, Philippines

828-6061/ 0917-8399133
QUALIFICATION:

Licensed Teacher, Board Passer of LET 2005

WORK EXPERIENCES

LEAD TEACHER

November 15, 2008- Present

Prime English Enhancement Center Co.

ENGLISH TEACHER

April  2006- January 2007 

Asia Pacific College- ESL Division

· Conduct training/classes as assigned by the Head Teacher. 

· Facilitate an atmosphere that is conducive to learning. 

· Design and execute lesson plans, modules and tests for assigned lessons. 

· Prepares an evaluation report of the students' performance. 

· Submit reports to the Head Teacher as required. 

· Participate in the activities, meetings and training programs to improve and implement the norms and policies of the institution. 

SALES ADMINISTRATIVE ASSISTANT

March  2002- December  2005

Novartis Healthcare Philippines, Inc. – Sandoz Department

Basic Functions:

-Assists the Sales Manager and medical representatives in the performance of their work by providing administrative support.

Specific Duties:

1. Arranges travel requirements and hotel bookings for the approved sponsorship of key/ VIP doctors participating in local and foreign major conventions / conferences.

 
2. Ensures timely submission, completeness and accuracy of medical representatives’ expense reports for approval of the National Sales Manager in compliance with the given deadline set by Accounting and in order to facilitate replenishment of their cash float on a monthly basis. 

3. Ensures timely submission, completeness and accuracy of medical representatives’ gasoline consumption through receipts attached to the billing statement provided monthly by Fleet and Admin Dept. 


4. Processes sales order requests of Medical Representatives placed by dispensing MDs and trade outlets through transmission to GB and DKSH  Distributors on a daily basis. Follows up delivery of goods to dispensing MDs from GB Distributors. 

5. Prepares price quotations requested by Medical Representatives based on competitive prices and sales strategies recommended and proposed by Medical Representatives and approved by the National Sales Manager and / or Business Unit Head.

6. Prepares and facilitates bidding requirements as requested by Distributor usually during the first quarter of the year for approval of the National Sales Manager and / or Business Unit Head. 

7. Coordinates with GB on the inventory of stocks. Receives GB inventory report form every Monday. Ensures acceptable stock level and coordinates with Tech Ops for timely replenishment of stocks for approval from the Business Unit Head. Sends duly approved Stock Request form to Tech Ops to initiate delivery to GB. 


8. Ensures that the expenses for travel and hotel accommodation are within the set budget and approved by the authorized signatories prior to finalization of bookings.

9. Assists in organizing the midyear and annual conferences of the company through arrangement of travel requirements and hotel bookings.

10. Ensures that the Medical Representatives receive through courier, mails, updates, conferences, memorandums, pay slips and other important documents mailed every Friday. 

11. Manages the schedule of appointments / meetings and business travel requirements of the Sales Manager.


12. Assists Sales Manager in recruitment processes of Medical Representatives by scheduling applicants for simulation and CBI and prepares training materials of new Medical Representatives.


SALES/ PRINCIPAL COORDINATOR

February 1, 2001- January 31, 2002

Zuellig Pharma Corporation

1. Handled Aventis Pharma Exclusive Sales Force. Coordinated with the Support Group of ZPC (Mercury Team, KAM, GIMS, PD19 & 31) and sub-distributors on sales and stock situation. 

2. Monitored the sales performance of Top Aventis clients nationwide and provide data, particularly the development of the global and core products of Aventis Pharma to PD 9 Account Managers. 

3. Generated sales data information for Area Managers for their regular coordination meetings. 

4. Helped in conceptualizing and implementation of promotional activities and relationship building with clients.

HR STAFF (Recruitment)

September 6, 2000- January 31, 2001

Staff Alliance Agency

Client: Zuellig Pharma Corporation
1. Helped in filling rank and file vacancies in the company through proper sourcing and screening of candidates. 

2. Tasked to administer Psychological tests, check and record test results. Entertains applicants whether walk-in, referral or ad respondents. 

3. Maintained right inventory levels of test materials, answer sheets and other Personnel forms. 

4. Performed campus recruitment for Sales recruitment. 

5. Tasked to issue referral for physical examinations and ensured completion of pre-employment requirements of applicants.  

6. Coordinated with testing centers for applicants due for promotion and evaluation. 

7. Prepared documents for Payroll, BIR, and PRC processing.

HR CLERK

May 4, 2000- August 10, 2000

Honda Cars Makati, Inc.

1. Maintained 201 Associates’ records and monitored 201 retrieval across branches of HMCI. 

2. Assisted in administrative functions of Human Resources Department by preparing SSS R-1A for submission to SSS.

EDUCATIONAL BACKGROUND

ST. SCHOLASTICA’S COLLEGE

1996-2000

Manila

Graduated College with the degrees of Bachelor of Science in Psychology and Bachelor of Arts Major in Guidance & Counseling

REGIS MARIE COLLEGE


2004-2005

Paranaque City

Education Units (18)

LET PASSER, 2005

SEMINARS ATTENDED

Professional Excellence for Administrative Assistants

April 28, 2005, Novartis Healthcare, Inc.

Telephone Excellence Training

March 15-16, 2005, Novartis Healthcare, Inc.

Computer Training on Excel 2000 Basic

February 8-9, 2001, Zuellig Pharma Corporation

HR, Strategic Business Partner

Honda Cars Makati, Inc.

