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	OBJECTIVE
To pursue excellence and exercise committed diligence, hopefully,as a valuable member of yourreputable company.
DETAILED WORK EXPERIENCE
Customer Service Representative - Process Analyst/Support Staff
Electric Company (),Metro Manila, Philippines
February 2006 – February 2015 (9 years)
· Customer Service

· Handles customers’ concerns (inquiries/requests/complaints) received through letter(e-mail/postal mail), phone, and walk-in
· Accounts Handling/Process Analysis

· Monitors and analyzes billing discrepancies (sudden change in consumption and without billings)

· Performs re-computation of erroneously rendered bills

· Generates Demand Letters and Surcharge Bills
· Performs reevaluation and re-computation of bills that resulted from violation of contracts and illegal service connections, and cases for cancellation and/or dropping.

· Initiate field investigation orders for verification of delinquent accounts

· Prepares relevant recommendation memoranda, correspondence letters, and other relevant documents in timely and accurate manner, without missing or incorrect attachments/information
· Billing Adjustment and Payments Handling and Resolution

· Negotiates settlement of back-billing charges and penalties
· Creates Installment Payment Agreement
· Handles and monitors settlement of returned cheques
· Evaluates and processes refunds of other charges and double payment transactions
· Assists in bills payment collection and performs office collection reconciliation/closing 

· Credits Processing 
· Examines the eligibility of customers applying for credits
· Facilitates releasing of credits through cash, checks, and application to existing or future bills
· Other Duties Assigned 

· Administrative tasks

· Designated as Core Member of the company’s Special Projects
· Feasibility Study on Expansion of Office Jurisdiction 

· Feasibility Study on Improving the Volume of Generated Billing Adjustments (Back-billing)

· Hosted/emceed corporate shows and events 
Industrial Engineer (Internship and Actual Employment)
PSi Technologies Inc.(Semiconductor Manufacturing Company), Metro Manila, Philippines
November 2003 – May 2004 (Internship); May 2005 – December 2005 (Employment)
· Time and Motion study

· Performed time and motion study of almost all semiconductor production processes including both manual and automated  operations (material control, molding, die casting, soldering, QA/QC, and packaging)  
· Productivity and Efficiency Rate Computation and Monitoring

· Set Work Output (total volume of semiconductors expected to be produced)
· Determined Work Input (total actual volume of semiconductors produced) 

· Product Cost Estimation (using SAP program)  
· Prepared quotation/computation of the prices of semiconductor type based on Bill of Materials
· Updating of the complete product list of semiconductor types being manufactured 
· Created an updated Database of all the existing semiconductor types being manufactured

· Conducted a thorough study on the existing types of semiconductors actually manufactured 

· Products directly manufactured
· Products manufactured through subcontractors 

SUMMARY OF  QUALIFICATIONS
B.S. Industrial Engineering Graduate
· Batangas State University, Philippines (April 2005)
· AWARDED: “MOST OUTSTANDING STUDENT” (Industrial Engineering Department)
· Group Leader, chosen as Best Feasibility Study(Batch2005)
· With one year on-the-job experience from internship to employment (PSI TECHNOLOGIES, Manila – 2003-2004; 2005)
Extensive Customer Service Representative and Process Analyst Experience
· Manila Electric Company (MERALCO) – Manila, Philippines

· February 2006 – February 2015 (9 years)
Leadership Qualities and Experience
· Served various major leadership positions in all academic levels up to most recent work experience
· Special Project: Manila Electric Company: “Project JABEZ Feasibility Study on Expansion of Office Jurisdiction” (2014)
· Core Member
· Conducted research to establish the feasibility of expanding office jurisdiction in terms of geographic location, number of customers, kilowatt-hour sales, and manpower compliment
· Work Improvement Project Manila Electric Company: “To Improve the High Volume of Generated Billing Adjustments” (2007)
· Core Member 
· Conducted research to establish the root causes of having high volume of billing adjustments

· Formulated solution on how to minimize or eliminate billing adjustment problems 
· Officer – Junior Philippine Institute of Industrial Engineers (JPIIE), Batangas State University Chapter (2003-2005)
Adept Technical Draftsman

· Skilled at manual drafting and engineering design presentations

· Knowledgeable in computer-aided drafting and design (AUTOCAD)
Excellent Computer Operation Skills

· Adept with Windows Office 2006-2013 and various offline and online applications

Experienced Events Host and Speaker

· MERALCO and Batangas State University major and minor events and gatherings

Fluent in Spoken and Written English
SEMINARS/TRAININGS ATTENDED
· Manila Electric Company Quality Improvement Story: Problem Analysis, Solution Formulation and Implementation to Future Plans(Philippines)

· Enhancing Communication at Work (Philippines)

· Ordinary Service Application (OSA) Beyond Compliance(Philippines)

· Computer Aided Design Course(Philippines)

· Appreciation Course on Metal Fabrication & Machine Shop Operations(Philippines)
PERSONAL BACKGROUND

Date of Birth:

September 17, 1983

Place of Birth:

Batangas City, Batangas, Philippines

Citizenship:

Filipino

Religion:

Roman Catholic

Civil Status:

Single

Interests:

Hosting, traveling, movies, cooking, gym, and badminton


	
	I certify that the above statements are true and correct to the best of my knowledge.
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