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ADMIN ASSISTANT- TEACHER- RECEPTIONIST- SECRETARY

DOCUMENTATION CLERK

CUSTOMER SERVICE REPRESENTATIVE
PERSONAL INFORMATION:
Age:


24
Height:


5’

Weight:

88lbs.

Civil Status:

Married
Nationality: 

Filipino

Birth date:

November 2, 1986
  EDUCATIONAL BACKGROUND 
College: 

Notre Dame of Midsayap College


Year Graduated: 
June 2004- March 2007


Course:  

Bachelor of Secondary Education- English Major
AWARD:


President Gloria Macapagal-Arroyo Leadership Medal
        
WORK EXPERIENCES:

Company Name: 
Brasslight International FZCO. (NAFFCO Group of Companies)
Address:

Jebel Ali Freezone, Dubai UAE
Job Title: 

Receptionist/Personal Assistant to the COO 
PRIMARY RESPONSIBILITIES:
· Prepare business correspondence letter, quotations and marketing mail-outs
· Answer all incoming calls and handle caller’s inquiries whenever possible

· Re-direct calls as appropriate and take adequate messages when required

· Receive, direct and relay telephone messages and fax messages

· Maintain the general filing system and file all correspondence

· Follow up with quotations, lost and the reason for loss
· Follow up with pending works and coordinate with the Production Department

· Build up database for marketing which includes interior designers, architects and consultants
· Send list of new products to clients
· Make an appointment for the sales with Designers, Architects and Consultants
· Market research

· Search for new projects locally and internationally
· Write Editorials and articles about the products

Company Name: 
Cyber City Teleservices, Inc. (Philippines) 




Address:

Lioc Kui Fraternity Bldg, Davao City

Job Title: 

Call Center Agent, Customer Service Representative

Inclusive Dates:
October 2007- April 2008
PRIMARY RESPONSIBILITIES:

· Assist technicians in completing the work order
· Resolve customer support related issues and providing customer with proper solution, via the troubleshooting techniques

· Provide customers with product and service information.

· Upsell products and services.

· Direct unresolved issues and requests to the appropriate designated resource

· Update customer’s account using the Siebel system.
· Follow-up on customer inquires not immediately resolved
· Record details of comments, inquiries, complaints, and actions taken
Job Title: 

Virtual Admin Assistant 
Inclusive Dates:
 June 2008-June 2011
PRIMARY RESPONSIBILITIES:

A. Real Estate Virtual Assistant Tasks
· Research multiple websites to find properties for sale by home owners 
· Comparative Market Analysis Research

· Research property full report from MLS
· Evaluate cash flow of multi-family properties
· Create professional-looking flyers of the properties for sale
· Consolidate files of potential buyers and motivated sellers separately
· Respond to emails from sellers, buyers and investors
· Post property information and pictures to Employer's website

· Post ads on various sites - Posting ads for sellers and buyers on Craigslist and Backpage.com, Google, etc.

· Find Banks with troubled assets

· Learn new skills by attending online training, reading books and manuals when requested
B. Data Entry Specialist
· Filter  information from judicial short calendars to MS Excel 

· Make a database of specialties offered by colleges and universities. (www.myaccountingdegree.com)
· Research and make a database of banks in USA with troubled assets.
C. Online Researcher, Audio Transcriptionist and other support services
SKILLS:

Computer Skills:
· MS Office Applications (Word, PowerPoint, Excel, Outlook)

· Databases (Oracle System)

· Microsoft Office Publisher

· Internet Applications, web-based softwares, Emails, Google Docs
· Mass emailing (Constantcontacts.com, trumpia.com)

· Basic MS Access
Management, Marketing and Customer Service Skills

· Set-up online meeting

· Conduct interviews with Virtual Assistant applicants

· Train new hired Virtual Assistants

· Create invoice for clients

· Market virtual assistant services to real estate professionals (business process outsourcing)

· Deal with client issues on VA performance and billings.
Others:

· Excellent English oral communication skills

· Good written English (business correspondence and creative writing)
Company Name: 
Manobo Integrated Literacy Training Program
Address:

Mindanao, Philippines
Job Title: 

Trainer / Volunteer Teacher 
Inclusive Dates:
January 2007-June 2007

Company Name: 
Sinawingan Elementary School
Address:

Mindanao, Philippines
Job Title: 

Substitute Teacher 
Inclusive Dates:
July 2007-September 2007

TRAININGS ATTENDED:

Customer Service & Accent Neutralization Training

Cyber City Teleservices Inc.
Notre Dame of Midsayap College Seminars
· Teaching Strategies

· Preparation and Use of Instructional Materials

· Syllabi-Making

