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	Excellent communication and inter-personal skills.  Highly organised, efficient, with excellent telephone manner and self-correspondence skills. Confident and motivated by challenges. Ability to work independently or as a team player.  Loyal, trustworthy, punctual with a friendly out-going personality and good sense of humour and eager to be trained if necessary to meet the excellence of the company.

Personal Data:

Date of Birth: December 25, 1975 

Place of Birth: Manila, Philippines
Sex: Male
Nationality: Filipino
Religion: Roman Catholic
Marital Status: Married

	To have an opportunity to become a vital part of a                                                              well- respected organization willing to utilize my                                                      capabilities and experience in mutual benefit and a                                                                     personal commitment to reciprocate this with a high                                                of professionalism, hard work and dedication.

Academic Credentials

Mapua Institute of Technology

Intramuros, Philippines
Bachelor of Science in Industrial Engineering (BSIE)
1994-1999
Skills and Stability 

· Excellent communication (oral and written) and interpersonal skills

· Good planning and organising skills and the ability to perform under pressure, strong attention to detail

· Proficient in MS Office applications (MS Word, Excel, Power Point, Outlook, Internet)

· Interdepartmental coordination

Recent Work Experience
Minerva Group / Minerva General Trading
U.A.E.

Administration Supervisor

November 12, 2009 - present
Principal Accountabilities

· Manages the day-to-day activities in the office.

· Supervise Administration Staff and make sure all jobs and reports are done at the end of the day.
· Prepare daily report of all the transactions for the day. 

· Evaluate employees performance every month and report it to the Administration Manager.

· Prepare the payroll report of each employee every month.

· Maintain all files and correspondence systematically

· Coordinate and maintain records for staff, office space, phones, parking, company credit cards and office keys.

· Update and chase delegated tasks to ensure progress to deadlines

· Review CV’s of applicant and make recommendation report to the HR Manager. 
· Organise meetings, Prepare agenda in advance, and Attend meetings in order to record minutes.



	Languages Spoken:

English, Filipino

Strengths:
Good communication and interpersonal skills.

Capable to advance and progress in the work environment.

Problem solving and understanding capability.

Ability to do multitasking and can work independently. 
Professional in handling work responsibilities.
Personal Traits
· Decision making & Problem solving.

· Target Orientated.

· Tolerance of ambiguity and adaptive to change.

· Optimistic, honest, 

            Team Player, well

            Groomed.

Special Skills
· Computer Literate (MS Office, Internet & Outlook)


	Work Experience
eTelecare Global Services

Philippines

Technical Support Team Leader

October 16, 2006 – October 21, 2009

Principal Accountabilities

· Manages the day-to-day planning and operation of the team agents on the floor. Provides solutions to the agents to meet with the required service level components, standards, and sales targets. Acts as the communication conduit between the agents and the management.

· Compile reports on team's performance and customer feedback.

· Conducts performance appraisal for the team.

· Send’s out recommendations for product and process development based on customer feedback and analysis.

· Responsible to the delivery of team sales, service level components, quality and productivity targets and indicators.

Work Experience

eTelecare Global Services

Philippines

Technical Support Supervisor

March 23, 2003 – October 15, 2006

Principal Accountabilities

· Supervises the day to day activities within the call center operations.
· Evaluates and coordinates the workflow and activities of call center representatives to meet the volume management target.
· Support call center representatives on incoming calls with difficult customers or calls that requires in-depth knowledge of  the company's products or services.
· Effectively communicate skills to engage the customer and start the service experience.

· Ensure proper managing of the initial call from the customer.

· Knowledge of which files to ask for, from the customer, to effectively diagnose the service



	Seminars Attended

· Achieving Communication Excellence (ACE) Training April 29 – May 12, 2009

· Quality System Management March 10-11, 2009

· Project Management December 17-18, 2008

· E-Commerce 

Nov 7, 2008

· Career in Information Technology Consulting

Sept 21, 2008

· Strategic Planning and Management
Aug 28-30, 2008

	Work Experience

eTelecare Global Services

Philippines

Technical Support Coach

October 16, 2000 – March 22, 2003

Principal Accountabilities

· Facilitate holistic and aligned human resource processes that support satisfied employees, customers and positive bottom line business.
· Helps improve customer satisfaction while, at the same time, helping to use every customer contact to increase revenues and profits.
· Helps to increase and meet targets.

· Identify opportunities to create solutions that meet or exceed customers' expectations.

·  Maintaining customer experience for every interaction. 

· Continually monitor customer needs and satisfaction levels and alert product manager of new and changing demands.

· Perform other duties as assigned. This position requires a strong commitment to meet and exceed performance target.

Work Experience

Royal Tatung Ceramics Corporation

Quezon City
Quality Control / Production Planning Supervisor

November 1999 – October 15, 2000

Principal Accountabilities

· Plans and directs activities concerned with development, application, and maintenance of quality standards for industrial processes, materials, and products.

· Develops and initiates standards and methods for inspection, testing, and evaluation.

· Devises sampling procedures and designs and develops forms and instructions for recording, evaluating, and reporting quality and reliability data.

· Directs workers engaged in measuring and testing product and tabulating data concerning materials, product, or process quality and reliability.
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