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CAREER OBJECTIVE:

To be able to share, utilize and effectively apply my knowledge and non-academic experiences in developing and implementing unique career progress.

CAREER PROFILE:

· Knowledgeable in some computer software such as Microsoft word, Excel and Power Point Presentation

· Objective driven, hard worker with strong managerial skills
· Exceptional adaptability and versatility
· Superb multi- tasking ability in stressful environment
· Can adopt easily in working modes whether the working associates differ in race and culture
· Dedicated and hardworking
JOB EXPERIENCE:

A. Customer Service / Technical Support Representative (callcenter)
1 & 1 Internet Philippines Inc,

March 2011- March 2014:


· Deliver service and support to end-users using and operating automated call distribution phone software, via remote connection or over the Internet
· Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services
· Gather customer’s information and determine the issue by evaluating and analyzing the symptoms
· Diagnose and resolve technical hardware and software issues involving internet connectivity, email clients
· Identify and escalate priority issues per Client specifications
· Organize ideas and communicate oral messages appropriate to listeners and situations
· Stay current with system information, changes and updates.
B. Sales SpecialistRepresentative(callcenter)
Cordia Communications Philippines, Inc

June 2011- Januay 2012:

· Identify business opportunities and target markets 

· Make initial customer contact through calls

· Identify each potential customer’s needs

· Provide customers relevant information about the products and services the company sells
· Ensure appropriate and timely delivery of service and products.

· Follow up on service and / or product once the delivery has been made

· Challenge objections in order to get the customer to buy a product

· Review self-sales performance with a view to improve it
C. Secretary
TRANSCOM ASIA Philippines

October 2010- April 2011:
· Ensure proper handling of incoming and out-going documents.
· Facilitated and monitored circulation of documents for authorized signatures.

· Maintain confidentiality of all Soft and Hard documents

· Maintain computerized information, data, format and records in accordance with specific requirement of Immediate Supervisor.

· Maintain adequate and proper filling for all pertinent documents to ensure smooth and effective access.

· Provide internal coordination support to ensure smooth and affective communication and quick response;

· Assist in any other responsibilities and duties the Company might require.
Educational Background:

June 2006- March 2009

Notre Dame of Tacurong College
Bachelor of Science in Business Administration Major in Management

June 1998-October 2000

University of Saint La Salle, Bacolod City






AB Interdisciplinary Studies







1994- 1998



Notre Dame of Tacurong for Girls





Highschool
On the Job Training/ Seminars attended:
September 2009

Excel Asia

November 2008- March 2009
Landbank of the Philippines 

June 2008

National Tax Update Seminar on Revenue Regulations
PERSONAL DATA: 

Age: 




33 yrs. old

Gender:



Female
Civil Status: 



Single

Date of Birth:


August 7, 1981

Height:



5’4

VISA STATUS:  TOURIST VISA 
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