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EMPLOYMENT OBJECTIVES:

 To work for a challenging company which offers professional development and growth potential and to further build up my academic training and experience to benefit the employer and also to be able to apply my knowledge, skills in serving your good company to the best of my ability that offers a possibility for career advancement and for a continuous growth.
Nationality
:  Filipino




Civil Status
:  Married




Age

:  33 years old

Date of Birth
:  January 24, 1981

Place of Birth
:  Davao City, Philippines

LANGUAGE:             English, Filipino and Cebuano
QUALIFICATIONS:

· Has above average interpersonal & good communication skills to work effectively with others.
· Can work minimum supervision, fast paced environment, flexible and trainable.

· Can relate with different level or types of personalities & adapt easily to various situations.
· Posses a strong disposition & wise of responsibilities. Proficient in computer applications both MS Word, Power point and Excel.

· Fluent in English both oral and written.
· Work under pressure, self motivated, growth oriented and with initiative.

· A loyal worker, team player, dedicated, good ethics, trustworthy and dependable.  
WORKING EXPERIENCE:

INTERNATIONAL L.L.C.

       Customer Service Representative/Frontliner/Showroom Sales Executive
      (January 2008 – August 2013)

Duties and Responsibilities:

                    -   To welcome customer and all inquiries, observing set of standards and having a complete knowledge  

                         of the product and services offered.

                    -   Assisting customer in dealing with complaints and other related matters.

                    -   Act as Sales Support for Mall promotions and events that may be offer at the time.

                    -   Assisting customer in all aspects, in accordance to Management rules and regulations.                
                    -   Prepare daily data collection reports as requires.

                    -   Coordinates with colleagues and immediate manager, to construct better ideas in uplifting showroom                                       

                         operations.

                     -  To answer telephone as per policy and to respond to customer queries in an efficient & Professional 

                         manner.

                     -  Responsible for all billing procedures at the showroom with the correct reconciliation of funds at the

                         end of the day work.

       -  Doing monthly inventory in the showroom.
                     -  Ensuring proper implementation for smooth operation during the course of daily activities.
        VISAYAS AIRPORT SERVICES CORPORATION   


      
        International Departure Level, Mactan-Cebu International Airport

        Mactan, Lapu-Lapu City, Cebu, Philippines
        Airport Ground Handler/Customer Service Representative 
        March 2005 – May 2007
Duties and Responsibilities:

                    -   Checking-in passengers on their different destinations. 
                    -   Provide passenger detailed information with regards to their seating arrangement,         

                         ticket class, hand carry baggage and the exact baggage weight and allowances.
                    -   Attending to callers/passengers/complaints with regards to their tickets and reservations.

                    -   Filing all office documents and bills.    

                    -   Customer Service Representative at Cathay Pacific Office International Departure Airport.

                    -   Provides assistance and support co-employees.


      -   Responsible in processing replenishment of the said company’s fund and computing all the

                         payments and bills.

        GLOBAL-COMMUNICATION CALL CENTER Asia-Pacific   


      
        ltd. Inc. 14th  Liuc-lui bldg. sobrecary st. Davao City 

        Call Center Executive/Customer Service Representative 

        January 2002 – July 2004
Duties and Responsibilities:

                    -  Handling customers concerns, received inbound calls.   

                    -  Order entry, catalog request, emails and  reservations.
                    -  Extending good quality service particularly to the clients.

                    -  Giving all the necessary information and answering all the possible queries they may have.   

                    -  Cross selling the products of the company.

 TRAININGS AND SEMINARS ATTENDED:

               -   Departure Control Service (DCS)

             -   International Passenger Handling Services (IPHS)

             -   Work Attitude and Values Enhancement Program

             -   Cathay Pacific Quick check Training

             -   Cathay Unisys Passenger Acceptance Control (CUPAC)

             -   Total Human Resources of the New Millennium

             -   Management Symposium “Business Gen-X”

             -   Professionalism & Urbanity Seminar-Workshop

EDUCATIONAL ATTAINMENT: 

Bachelor of Science in Commerce

Major in Management
University of the Immaculate Conception
Davao City, Philippines
1997-2001
MEMBERSHIP:      Former member of ROTARACT AND AMS.
HOBBIES AND INTEREST: Travelling, driving, dancing, singing, reading and surfing from internet.                                                    
