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PERSONAL SUMMARY 
 
A multi-skilled editor and copywriter with good all-round writing and creative expertise.  Very capable 
with an ability to identify and then deal with a client’s needs and then translate them into crisp, 
compelling, creative and informative copy.  Experienced in providing motivation & guidance to 
colleagues to produce copy write for products that will have a real impact on the lives of people.  Having 
excellent interpersonal skills, a good communicator, emotionally mature; calming and positive 
temperament with an understanding disposition.  Now looking for a new and challenging position, one 
which will make best use of my existing skills and experience and also further my personal development.  
 
CORE QUALIFICATIONS 
 

 A thorough knowledge of English language 

 Experienced in writing feature articles, technical documentation and creative print/radio ad 
copy 

 Extensive experience in Internet research method 

 Versed in copyediting, transcription/editing of interviews and proofreading  

 A methodical working style 

 Concentration, accuracy and great attention to detail 

 Ability to multitask 

 Tact and diplomacy in negotiating changes with authors 

 The ability to work to tight deadlines 

 Self-motivation 

 Basic photography 
 

 
PROFESSIONAL EXPERIENCE 
 
CONTENT DEVELOPER   TRADESOCIO  
     Dubai International Financial Centre, Dubai, UAE   
     March 2020 – June 2020 
 

 Developing a company’s content strategy, as well as creating its deliverables  

 Creates blog posts, static web copy, podcasts, and video content 

 Knows the technical aspect of content creation, such as basic HTML formatting and 
Search Engine Optimization 

 Responsible for developing content goals and strategies to reach those goals 

 Pitch strategies to the decision-makers at the company to get the green light 

 Provides sales copy, blog posts, presentations, animations, web graphics, videos, and 
social media content 
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 Responsible for creating editorial calendar to establish when content will be distributed 
and through which channels 

 Synthesize ideas on a larger team of marketers, subject matter experts and decision-
makers 

 Able to communicate with a variety of different people to create effective content 

 Knowledge in analytics over key performance indicators to ensure content performs as 
expected 

 Has a keen eye for detail and top-notch problem-solving skills 

 Serve as the last line of defense before content ends up in front of the user 
 
 
CONTENT WRITER /   TASC OUTSOURCING  
E-COMMERCE /    AL FUTTAIM GROUP 
CUSTOMER SERVICE ASSISTANCE Dubai Festival City, Dubai, UAE   
     May 2018 – January 2020 
 

 Handles the ideation and creation of compelling content including website copy, white 
papers, blog spots, social media content and product/service descriptions 

 Responsible for adding value by actively engaging customers and maintaining a cohesive 
brand voice 

 Analyzing marketing metrics and collaborating across departments in order to execute 
brand initiatives 

 Responsible for any issue arises from the customer, need to look into it, find the root 
cause and then fix it or find solution 

 Assuring that e-commerce is a feature which improves the customer experience, an 
internal tool which can ease the development, a service which can help to analyze a 
behavior of the customers, a monitoring tool which notifies the corresponding person if 
anything goes wrong with his feature/component 
 

 
TECHNICAL WRITER /   CONTINENT ADVERTISING 
SOCIAL MEDIA EXECUTIVE  Dubai, UAE 
     September 2017 – February 2018 
 

 Determine the needs of end users of technical documentation 

 Study product samples and talk with product designers and developers 

 Work with technical staff to make products easier to use and thus need fewer 
instructions 

 Organize and write supporting documents for products 

 Plan, develop, organize, write and edit operational procedures and manuals 

 Research, develop and document technical design specifications and test scripts 

 Produce electronic documentation in addition to hard copy manuals 

 Maintain a comprehensive library of technical terminology and documentation 

 Analyze documents to maintain continuity of style of content 

 Manage updates and revisions to technical literature 

 Standardize content across platforms and media 

 Revise documents as new issues arise 

 Setting up and optimizing company pages within each social media platform 

 Building and executing social media strategy through competitive and audience research 



 Generate, edit, publish and share daily content (original text, images, video or HTML) 

 Moderate all user-generated content in line with the moderation policy for each 
community 

 Create editorial calendars and syndication schedules 

 Continuously improve by capturing and analyzing the appropriate social data/metrics, 
insights and best practices, and then acting on the information 

 Collaborate with other departments (customer relations, sales etc) to manage 
reputation, identify key players and coordinate actions 

 
 
 
 
PRODUCER /    8 TRI MEDIA PRO BROADCASTING NETWORK 
RESEARCHER / WRITER /  Quezon City, Philippines 
SOCIAL MEDIA EXECUTIVE /  December 2011 – May 2017 
OFFICE ADMINISTRATOR 
 

 Generating and researching ideas for programmes and pitching for commissions 

 Developing content, writing material for scripts, bulletins and links 

 Writing and editing briefing notes and scriptsSourcing potential contributors and 
interviewees 

 Selecting music appropriate to the programme, the audience and the station 

 Producing pre-production briefings for presenters, reporters, technical staff and other 
contributors 

 Undertaking editing, interviewing and reporting duties as necessary 

 Presenting programmes or managing presenters for both pre-recorded and recorded 
output 

 Gathering, fact-checking and presenting relevant information, facts and figures 

 Setting up and optimizing company pages within each social media platform 

 Building and executing social media strategy through competitive and audience research 

 Generate, edit, publish and share daily content (original text, images, video or HTML) 

 Moderate all user-generated content in line with the moderation policy for each 
community 

 Create editorial calendars and syndication schedules 

 Continuously improve by capturing and analyzing the appropriate social data/metrics, 
insights and best practices, and then acting on the information 

 Collaborate with other departments (customer relations, sales etc) to manage 
reputation, identify key players and coordinate actions 

 Coordinate office activities and operations to secure efficiency and compliance to 
company policies 

 Supervise administrative staff and divide responsibilities to ensure performance 

 Submit timely reports and prepare presentations/proposals as assigned 

 Assist colleagues whenever necessary 
 
 
 
 
 
 

Sample content creation : http://emtiyz.com/ 
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PROOFREADER /   MANILA BULLETIN PUBLISHING CORPORATION 
PUBLISHING     Intramuros, Manila, Philippines 
COPY-EDITOR    August 2000 – October 2011 
 

 Reads typescript (original copy) or proof of type setup to detect and mark for correction 
any grammatical, typographical, or compositional errors.  

 Compose different kind of written materials from time to time, from featured articles, 
pre and post event articles, reviews and press releases. 

 Proofread, edit, writes articles before uploading through online sites. 

 Sub-editing text written by a number of authors to ensure consistent house style 
 
 
EDUCATIONAL ATTAINMENT 
 

FAR EASTERN UNIVERSITY 
  A.B. MASS COMMUNICATION 

Institute of Arts and Sciences 
SY 1996 – 2000 

 
 
PERSONAL INFORMATION 
 
Birth Date  : December 1, 1978 
Birth Place  : Manila 
Civil Status  : Married 
 
 
 
 
 
 
 
 
 

 
 


