CHARISSE MAE A. VIRREY
CAREER OBJECTIVE
To work hard with full dedication for the achievement of organization objective under satisfying job contact, hence enhancing my skill and knowledge and ready to learn new things.
WORK EXPERIENCE
MIDDLE EAST HOTEL SUPPLIES

Sales Coordinator cum Receptionist                                                                  
Salah Uddin St. Diera, Dubai, United Arab Emirates
April 15, 2014 – June 19, 2016
· Assisting with order processing including receiving, processing and reviewing customer transactions and service enquiries received by phone and mail/e-mail
· Assist sales team by focusing on managing schedules and following up on sales quotations
· Respond to online on telephonic queries
· Liaise between departments to provide support to sales activities
· Follow up on all inquiries and prepare sales proposals
· Managing all the sales related activity of the company

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller
· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents
· Organizing sales promotional campaigns
· Contacting potential customers to arrange appointments
· Resolving any sales related issues with customers
· Ordering and ensuring the delivery of goods to customers
· Tracking sales orders to ensure that they are scheduled and sent out on time
MOBILE FUTURE INC.
Junior Account Manager                                                                   

29/F Raffles Corporate Bldg. Emerald Ave. Ortigas Center, Pasig City, Philippines
July 16, 2012 – November 21, 2012

· Managing employer’s client relationships
· Managing a portfolio of accounts
· Using contacts to generate new business
· Engaging in project management duties
· Attending meetings with clients
· Liaising with clients in order to identify their needs
· Dealing with client requests
· Designing marketing strategies and media proposals for a product services
· Communicating client agendas to other members of staff 
· Acting as the first point of contact for company clients
· Selling products and new campaigns 
DIGITEL MOBILE PHILIPPINES, INC. (SUN CELLULAR)
Relationship Management Officer                                                 

8/F Galleria Corporate Center EDSA corner Ortigas Ave. Quezon City, Philippines
June 08, 2009 – February 17, 2012

· Provides operational support to corporate sales in processing after sales service modifications and managing, probing and resolving complaints of corporate accounts
· Provides after sales support to corporate sales by giving reliable, accurate, and timely information on new processes and programs as well as sustaining existing subscribers
· Assists in developing concepts specifically handling of after sales concerns to ensure customer satisfaction
· Conducts client calls to various corporate accounts to ensure immediate processing of service requests, and establish and maintain good working relationships to key contacts
· Answers corporate sales managers’ queries on products and services, technical and non-technical after sales concern
· Reports and cascades new products, services, policies, programs, issues and concerns to corporate account manager whenever necessary
· Performs other job related duties that may be assigned by the superior from time to time
Collection Analyst I
                                                                                   
December 2006 –July 2009
· Handles account of delinquent post paid subscribers
· Contact past due customers by phone to encourage immediate payment in full or make reasonable payment arrangements
· Manages assigned subscribers as to credit and collection issues and ensure prompt collection of receivables
· Maximize customer’s retention thru implantation of effective policies and procedures.
EDUCATIONAL BACKGROUND
Technical Education and Skills Development Authority
Bread and Pastry Production NC II, 2014
Arriesgado College Foundation Inc. Tagum City Davao, Davao Del Norte, Philippines
Bachelor of Science in Nursing, 2006

Graduated with Award (Best in Psychiatric Nursing)
PERSONAL INFORMATION
Gender
:
Female

Age: 

33
Religion: 
Roman Catholic

Civil Status:
Single

Citizenship:
Filipino
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