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Introduction

I'm Mc Rayven Angelo Tiongson, 21 years old, currently taking a Bachelor of Science in
Information Technology with a major in Network Administration at Panpacific University, Tayug
City.

As an online intern at Terraland Europe, | have been assigned the position of Customer
Relationship Management Manager and have acquired important skills and experience in
managing the CRM data of the company. Some of my responsibilities include managing data in
Excel sheets, working on Hubspot CRM-related tasks, and contributing in creating the contacts in
data sheets from website resources. One of my objectives as a CRM manager is to develop
various systems that will strengthen the relationship between the organization and its customers.
I have also improved my observational skills, become proficient in using Hubspot and Google
Sheets, and enhanced my ability to manage my time schedule between my personal life and
working through the internship effectively, which will become a useful asset in my journey as a

future IT professional in the industry.

Throughout the time of my internship at Terraland Europe as CRM Manager, | learned that we
are responsible for the safety of our company data, and we need to be careful in organizing the
CRM and data sheets that contain a huge amount of personal information of the clients. Being
attentive to detail is a must in our daily tasks. Checking every specific piece of information will
affect the accuracy and integrity of the data before it is finalized for approval and imported into

our Hubspot CRM contacts for clients and the company.



Internship Experience

My task as the CRM Manager is important because there are some several steps of crucial
process before it will be stored in the company Hubspot CRM, first is | need to get the source of
data either our director will provide the data files or we are going to create a master sheet and
copy and paste the data from the resource websites based on the instructions of our director, next
will be checking the details of the data gathered specifically their spelling, fonts style, date of birth,
the list of names, city, address, email and other related information. After completing the revisions
of data in excel or google sheets we are going to properly rename the files for better data
management, it is also used for verification purposes, and to avoid confusion when validating
certain information. Another part of my responsibility is to import the revised Masterlist data in our
Hubspot CRM contacts at Terraland Europe and Kutitap Collective that will be used for business

operations of the company.

Additionally, | also handled organizing the Thrive Clients spreadsheet for final revisions that will
be transferred to our CRM contacts on Hubspot after getting approved for final checking. We have
been assigned to create new Hubspot CRM contacts that contain the details of the previous and
latest 24 intern student contacts, including myself, from the companies of Terraland Europe, Tinig
UK, and Kutitap Collective. We also created a sample marketing email and forms about
celebrating a Christmas party with a list of foods and drinks they can choose from, which will be

sent to the interns email to collect their response.

One of my major projects is to create the registration forms for Internship and Palooza event of
Izar website portal in Hubspot. This experience taught me how to use the Hubspot advanced
configuration tools for custom properties, mapping out the data from our imported data files, and
using important features of Hubspot for efficient task management. Moreover, | also tried to test
on how to create custom report on our Hubspot and also got assigned to demonstrate some of
the advanced filter options in editing lines from our CRM Hubspot contacts. In this process of my
tasks, I've learned the importance of mandatory acceptability testing, effective communication
with my CRM colleagues, and the value of data analysis in enhancing the overall quality of our
contacts in the CRM..



Skills and Competencies

| have developed and enhanced my skills in CRM and Research tasks. Particularly in
facilitating data for more organized and accurate information, my data analysis skills has been
significantly improved. Renaming files properly and recording important information strengthened
my attention to detail and validity in handling sensitive data of our company clients. My data
management skills in Hubspot has been greatly improved throughout my internship experience.
Planning and organizing the CRM contacts enhanced my project management capabilities.
Overall, these responsibilities have provided me with a better foundation in improving my CRM
skills and a comprehensive understanding on how to use Hubspot from basic to advanced

methods in CRM management department.

How can | apply the skills | developed and enhanced during my internship? | can use time
management skills in my daily life by arranging and scheduling tasks so that there is no confusion
or uncertainty about what | should prioritize. This is significant since it allows me to predict when
I will finish the tasks at hand. Communication skills will allow me to convey ideas clearly and
effectively, whether in interactions with friends or family or when working with colleagues in the
future. Applying the abilities | learned throughout my internship will tremendously enhance my

personal and professional life in the future.



Achievements and Contributions

In the lzar website portal, we have been assigned to create a registration form for
internship applications and another for the Weekend Palooza event using Hubspot forms, and all
the users who fill out the forms will be stored directly in the Kutitap CRM contacts section of
Hubspot. We also contributed to managing, editing, and validating the quality of the masterlist
data of Terraland Europe and Kutitap Collective in Hubspot before it was imported into the CRM

contacts.
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Reflection

During my time as a student intern at Terraland Europe, | discovered a lot about myself while also
developing and learning new skills. Another thing | discovered is that | am capable of performing
duties in our company's Research and CRM departments. On my first day as an intern, | was
nervous about being assigned to this role because | knew CRM Manager had many important
responsibilities, such as checking the accuracy of data sheets, learning how to properly use
Hubspot configuration tools for CRM contact management, and extracting reports from the data
we needed for the company. At first, | knew | couldn't handle it all because | wasn't used to it.
However, as days and weeks passed, | became used to the tasks assigned to me as CRM
Manager and | can say that | now enjoy it. The workflow has become smooth and efficient, thanks
to my fellow CRM colleagues and our director who guided us on what to do and provide tips on
how to make our jobs easier.

My internship experience at this company has been more fun because of our director's
supervision and compassion for us interns. | can state that he has not fallen short in any manner,
as he constantly makes sure that we learn as much as possible to prepare us for our future
careers. Throughout my internship experience at this company has been made more enjoyable
thanks to our director guidance and caring for us interns. Additionally, he provides us with
incentives to motivate us in our work. One of the biggest incentives he gave us was sponsoring
our company outing and our entry fee for the Lakas ng Lima ML Tournament. Because of this
outing, we got to know our colleagues better, and it helped us to develop our interpersonal
relationships, which greatly benefits our work by facilitating easier communication between each

other and across different departments.

| am extremely grateful for this internship experience since | have learnt a lot of valuable skills
that | will be able to apply in my future profession and daily life. Thank you for this internship
because it allowed me to get to know my capabilities, improve my work-related skills, learn new

things, and communicate with new colleagues and friends.



