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Employment Objective:





To be a full-time worker and gain experience in an establishment where I could further enhance my communication, leadership, and my professional skills thereby allowing me to perform at my fullest potentials.





Summary of Achievements and Qualifications:





Four (4) years professional work experience in a customer service industry; work included customer care officer handling different inquiries and complaints of customers and fulfillment officer handling after sales request and dealing with complaints of customers received through calls, fax modem and email





Dubai, UAE work experience as Purchasing Officer and Document Controller








Professional, top performer, friendly, outgoing, career-oriented and a very organized team player





Excellent administrative and customer service skills and a fast learner and with the ability to turn customer service into sales











�


Christopher 


� HYPERLINK "mailto:Christopher.13411@2freemail.com" �Christopher.13411@2freemail.com� 	





Relevant Employment History





Techwell Engineering Ltd (Dubai Branch)


Dubai, UAE	


Industry: Construction / Engineering





Purchasing Officer cum Document Controller


September 2008 to November 2008





Responsibilities:


Find reliable sources to supply goods and services


Look at product catalogues and trade journals 


Contact suppliers to obtain information on price, quality and delivery capabilities for the goods/services required


Meet with sales representatives from the various suppliers to compare their products and companies


Look at and recommend potential new sources or alternative materials, prices and products


Decide which products to buy, place orders and follow these up to make sure that they are delivered to the right place at the right time


Use computers to plan material requirements and to record details of goods ordered and received, costs of products and supplier information








IHG – InterContinental Hotels Group


Philippines	


Industry: Hospitality





Guest Relations/Customer Retention Specialist


January 2008 – July 2008


Priority Club Account Manager – Reservation Officer / Internet Response Specialist


June 2007 – December 2007





Responsibilities:


Team Manager in development


Handles inquiries, escalated calls from phone group and provides solution to customer's complaints, requests and suggestions


Provides information about different hotel brands, reservations and its cancellation policies 


Provides accurate information, immediate response and/or favorable solution to each complaint at point of interface and to ensure that follow through is being done and timely feedback are given to customers


Process documents received from the hotel and the guest








Career oriented who possess high initiative and self motivation and communication skills, as well as proven ability to continually develop and share personal knowledge and skills as it takes to achieve total success





Knowledgeable in Microsoft Office (Word and Excel), internet and e-mail








Education:


1999 – 2003


AB Mass Communications


New Era University


Diliman Quezon City


Manila, Philippines








Personal Details:


Civil Status  :	Single


Age	        :	26


Visa Status  :	Tourist 











I-Contacts Corporation - Smart Communications


Philippines


Industry: Telecommunications





Fulfillment Officer – Customer Care Officer 2


September 2006 – May 2007


Receptionist / Secretary / Administrative Assistant


January 2005 – August 2006


Customer Care Officer 1


January 2004





Responsibilities:


Assigned as an Officer-in-charge 


Monitors after sales concerns, financial and non-financial and do necessary adjustments


Manage monitoring of documents that are received through the faxed modem that are needed to support the group disputes or concerns


Responsible for post reviewing, processing and proper escalation of requests, complaints and complicated concerns through proper channel


Assisted in preparing reports for document counting, hourly reading, overall tally and daily productivity report


Maintain records, filing systems


Greet and direct all visitors on arrival at the office


Open, sort & distribute incoming correspondence


Interact with office staff & clients


Handles over-the-phone queries, sales or after sales, complaints, basic troubleshooting of various cellular phones








Training and Seminars Attended





Conquest of the 6th Continent (May, 2007)


PICC, Philippines





Financial Stewardship (January 2005)


I-Contacts Corporation, Philippines      





EQ Brand Personality (October 2005)


SMART Tower, Philippines





Service Excellence Plus (Jan 2004)


I-Contacts Corporation, Philippines
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