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Edna 

Objectives
To pursue a highly rewarding career, seeking a position with a company where I can contribute my skills and experience, values team work and has opportunities for career advancement.
Profile
· Ten years of successful experience in customer service and sales with recognized strengths in problem-solving, trouble-shooting and closing a sale.
· Knowledge in Windows applications, MS Office, Apple mail, Outlook and internet outage basic troubleshooting.
· Ability to teach, motivate and supervise employees and students.
· Excellent interpersonal skills and leadership ability.
Synopsis of Achievement
· Bachelor’s Degree in Commerce majoring Management
· Civil Service Professional
 SHAPE  \* MERGEFORMAT 



Employment History
Technical Support Representative
Services, City Philippines November 2015 – April 2016
· Works as a technical specialist for a telecommunications, cable and internet provider in United States.
· Serves as clients’ first level of support in troubleshooting intent and telephone outage and service problems including service email issues and email client such as Apple mail and Outlook.
· Offer and close additional service for the customer.
Customer Service, Retention Specialist, Sale Associate VXI Global Holdings, B.V. , Quezon City Philippines February 2008 - October 2015
· Worked with a U.S.-based telephone, cable and internet provider as inbound Sales Associate and Customer Service Specialist.
· Instrumental in improving customer service by driving improvements on customer satisfaction, retaining valued customers and increasing revenue for the company.
· Answers billing inquiry and adjustments by making necessary modification on customer’s account.
Customer Service Representative eTelecare ,Makati Philippines December 2006 – January 2008
· Answers billing inquiry of the customer and making necessary modification or adjustments on customer’s account to promote customer satisfaction.
· Promoting value and up-selling of services to increase client’s revenue.
Caregiver

Hongkong

2001 – 2005

· Check daily the patient’s blood sugar.

· Prepare dietary for the patient with diabetes.

· Maintain the cleanliness of the patient room

· Assist patient with his daily hygiene and help him on his daily exercise. 

Clerk/Secretary/Administrative Assistant Division of City Schools, Quezon City, Phils. March 1999 - June 2001
· Instrumental in the up-to-date role out of Department of Education memorandum.
· Responsible for the time keeping, salary increment and allowances disbursement of all the teachers.
· Creates and answers correspondence.
· Serves as a liaison between divisions.
Instructor/ Teacher
mSet Corporation, Quezon City, Phils. (Malate Catholic Church)
School Year 1997-1998
· Teach and educate students according to the educational needs, abilities and attainment potential of individual students.
· Prepares daily lesson plan on a weekly basis and ensure they are executed in a timely manner.
· Reviewing and evaluating one’s own teaching and learning strategies,methodologies and program in line with the National Curriculum Framework guidelines.
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Education
Bachelor of Science in Commerce - Management
1991 - 1997
Far Eastern University , Manila Philippines
[image: image4.png]



Edna CV NO. 645480





� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








