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Gulfjobseeker.com CV No: 708408
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
POSITION APPLIED FOR:  SECRETARY/ PERSONAL ASSISTANT/ADMIN COORDINATOR/ACCOUNTS ASSISTANT/ OFFICE ADMINISTRATOR/CALL CENTER AGENT
___________________________________________________________________________________________________________
Career Objective
To be a part of a Multi-National Organization that provides excellent opportunity and career advancement to its employee.







Employment History
AREAS OF EXPERIENCE 

· Customer Service Representative ( Feb. to June 2010)
· Call Center - Customer Service Agent (Oct. 2009 to Feb. 2010)
· Senior Care Assistant (March 2005 to November 2006)
· Accounting Clerk (November 1999 to December 2000)
I.
IQOR

Position

: Customer Service Representative
Duration

: Feb.22, 2010-June 07, 2010

Location

: Clark Pampanga, Philippines

Work Description
: Call Center - Customer Service Agent 
· Collection Agent for Capital One Bank base in U.S.A. 
· Outbound calls for credit card holders that have past due accounts at Capital One Bank. 
· Sets payment and documents any changes on the account.
________________________________________________________________________________________________________________________ 
II.
Sutherland Global Services
Position

: Customer Service Representative

Duration

: October 19, 2009- Feb. 21,2010

Location

: Clark Pampanga, Philippines
Work Description
: Customer Representative for Online shopping (AMAZON.com)
· Assisting customer from placing the order advertises on the website. 

· Process and verifies the status order.
· Issuing replacement / refund of items depending on the merchant / seller base on terms and condition on policies. 
· HR BLOCK Agency for tax refund processing base in U.S.A. 
·  Offers loan for the expecting refund in advance.

· Revises payment terms for the odd account from the previous year before the application of the new loan. 
III.
Holly Gate Lodge Residential Home for Mr. Craig Emerson

Position Title
: Senior Care Assistant

Duration

: March 28, 2005-November 16, 2006

Location

: Carry Duff, Belfast, Northern Ireland
Work Description
: Senior Care Assistant
· Attend the needs and wants of elderly people, as for their basic needs such as ambulation, dressing, eating, personal hygiene and transfers as required. 
· Operates as kitchen assistant.
· Day shift work, Career post and assume domestic chores. 
· Night Rotation, assign as Senior in charge of home with two Careers as staff until the end of the stated shift.

· Supervise instructions to be done particularly on domestic duties and who to be attend to upon getting up time in the morning. 
· Dispense selective drugs medication at nighttime to those Geriatric individual who are listed upon. 
· Responsible on endorsement verbally and documentary manner to what had happened during the entire night. 
· Monitor patient with critical state that requires an acute emergency medical action and would be able to send to the hospital for more incisive treatment.
· Knowledgeable in assessment of vital sign. 
·  Cardio - pulmonary resuscitation, fire drill evacuation and proper food handling certified.
· Conduct exercises program. 
· Incorporates play therapy with their recreational activities.      

· Certificates were completed and kept for Employers record purposes only.

________________________________________________________________________________________________________________________
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IV.
       Bona Scentio Corporation

Position Title
: Accounting Clerk
Duration

: November 1999 – December 2000
Location

: 21st Floor Jollibee Plaza Emerald Avenue
Work Description
: Accounting Clerk 
· Placement of order and collection of payments.
· Journal and bookkeeping handling, including updating of accounts. 
· Managing meetings and appointments of company officers. 
· Handlings switch board.
· Handling and swiftly resolving customer complaints in a professional and effective manner.
· Creating and introducing in-store customer awareness and feedback forms with most useful results.
Skills

· Possesses strong ability for multitasking and leadership.

· Computer Literate with versatile in Speed Typing  ( keywords and numbers) 

· Able to operate under pressure and meet deadlines.

· Oriented with Customer Relations.

Educational Background

Bachelor's /College Degree 

Field of Study

: Physical Therapy

Major


: B.S. in Physical Therapy

Institute/University
: Iligan Medical Center College

Graduation Date

: March 1999

Affiliation Records

May 1997

San Lorenzo Physical Medicine Rehab Center




Sta. Cruz, Binondo, Manila, Phil.

June 1997
National Children’s Hospital




E. Rodriguez, Quezon City, Manila, Phil.

       July 1997

Malate Rehab Clinic 
Malate , Manila, Phil.
August 1997
Forth Bonifacio Physical Therapy Rehab Center




Guadalupe Manila, Phil.

September 1997
Dr. Jose P. Reyes Memorial Hospital




Sta. Cruz, Manila, Phil.



May 1998

San Lorenzo Physical Medicine Rehab Center, Binondo, Manila, Phil.
________________________________________________________________________________________________________________________
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Seminars Attended and Recognition

October 18,  2005 
Infection Control



Holly Gate Lodge Residential Home
May 04, 2006

Manual Handling Training




Holly Gate Lodge Residential Home  
June 20, 2006

Fire Safety Training




Holly Gate Lodge Residential Home

August, 2006

First Aid Training




Proper Food Handling Technique




Holly Gate Lodge Residential Home
Personal Data
Age


: 35

Date of Birth

: 5 July 1975

Nationality

: Filipino 

Gender

: Female

Marital Status

: Single
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