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	PROFILE:


Top performing call center representative, with four years’ experience in inbound and outbound sales. Effectively provide and maintain communication with exceptional success in handling all accounts in assigned territory namely USA, UK, Australia, etc. Handle supervisor’s responsibility and call center team during the absence of superior.  

	WORK EXPERIENCE:


1.  Call Center representative – Team leader (inbound)
     Orchid Cybertech

     January 31, 2011- Present

2.  Call Center representative – Team leader (inbound) 
     Sitel Philippines
     October 13, 2009 - January 31,2011

    Duties and responsibilities:
· Responsible in assisting customer to signed up for our product and services

· Providing accurate information to customer and checking the serviceability of their location

· Effectively provide and maintain communication with all accounts in assigned territory.
· Promote customer satisfaction by assisting in the full service of existing customer accounts and the conversion of leads to established accounts.

· Place outbound calls to existing customers to follow up on pending orders and generated sales.

· Perform all administrative tasks associated with assigned territory, including generation of quotes and sales orders, collection, processing and tracking of payments and shipment of goods.

· Provide product information, lead times, and answer general information in response to customer inquiries by phone, email and fax.

· Resolve customer problems in a timely, professional and effective manner.

· Complete other work-related tasks as dictated by the business and management.
· Provide feedback to my superior every time I assigned my teammates for callback leads.
· Handle large volume of calls and emails

· Maintain accurate records for monthly reports

3.   Call Center representative – Team leader (outbound) 
      Core Alliance Interactive Solution
      June 18, 2008 - October 10, 2009

4.   Call Center representative (outbound) 
      Natcco Solution
     February 4, 2008 - May 16, 2008

     Duties and responsibilities:

· Meet or exceed monthly lead generation goals

· Become knowledgeable on all services. Must really like and enjoy marketing and business development
· Determine what messaging / key points resonates for different types of customers and adapt the sales "pitch" accordingly
· As someone interacting with leads and customers constantly, identify trends in product requests and feed that info back to management.
· Fully understand the competitive landscape of the product and Internet Marketing.
· Will be tasked with growing their book of business through developing new business, maintaining/deepening existing customer relationships, and providing quality leads to other channels.

· Customer Contact strategy consists of four different call types – New Account Follow UP, Call Cycle, Leads, and Messages.

· Will be tasked with getting through to the Decision Maker by utilizing the Influencers and Users to help close the business.

· Will determine the customer’s shipping profile to earn business or will forward the lead to the appropriate channel.

· Will engage customers in a consultative manner in order to develop value propositions that meet their needs, increase volume from existing customers and acquire volume from new customers.

· All contacts with current or potential clients must be documented for the purpose of evaluating the database and pipeline management.

5.   Machine Operator
      Cannon, Taiwan
      May 16, 2005 - December 19, 2007

     Duties and responsibilities:
· Responsible in checking all the lens and helping my team to provide quality lens for the camera 

· Helping my supervisor to operate machine

6.   Waiter
      Cheesecake 
      January 30, 2004 - July 30, 2004

     Duties and responsibilities:

· Greeting guests Welcomes and connects with every customer (with eye contact and smile).

· Escort guests to their tables.

· Present menus to the guests and answer questions about menu items, or making recommendations enhance service and meet sales goals.
· Taking food and drink orders.

· Serving food and drinks (ladies first).

· Check with guests to ensure that they are enjoying their meals and take action to correct any complains and queries.

· Remove dishes (gentlemen first) and glasses from the tables for cleaning.

· Dealing with bill payments
· Creates customers opportunities for customer to interact with the product.

7.   Service Crew
      Mc Donald's Philippines
      May 10, 2001-June 12, 2002

    Duties and responsibilities:

· Provides courteous service to guest and respond promptly to guest inquiries, complaint or request.

· Preparing food, taking customer orders, cleaning restaurant facilities and taking inventory of product all at once.

· Punctual, efficient and, above all courteous, assume at all times pleasing and helpful attitude towards each guest and always speaks in a pleasant tone. They constantly strive to give excellent friendly service in a cheerful way.
8.   Waiter
      Mandarin Oriental Manila
      November 18, 2002-February 16, 2003

     Duties and responsibilities:
· Prepare tables for meals, including set up items such as linen, silverware and glassware.
· Greeting guests (with eye contact and smile).
· Escort guests to their tables.
· Present menus to the guests and answer questions about menu items, or making recommendations.
· Taking food and drink orders.
· Serving food and drinks (ladies first).
· Present wine list and describe or recommend wines to the guests.
· Present and serve wine (into the proper glass).
· Check with guests to ensure that they are enjoying their meals and take action to correct any complains and queries.
· Remove dishes (gentlemen first) and glasses from the tables for cleaning.
· Dealing with bill payments
· Check dining and restaurant area facilities for cleanliness prior to service.
· Prepare dining room and make necessary adjustments for lighting, room temperature, music, floor and other decorations to ensure comfort and ambience for customers.
· Arrange furniture in accordance with restaurant requirements.
· Check tables and their settings for stability and comfortable access to service personnel
· Check menu variations and daily specials with kitchen staff.
	TRAINING:


ANT SKILLS:
· Hotel Exposure Seminar
            Subic Bay Hotel
            March 20, 2002-March 22, 2002

· Hotel Exposure Seminar
            The Executive Plaza Hotel
            March 13, 2001

· Hotel Exposure Seminar

Bay view Park Hotel

            February 22, 2002
	RELEVANT SKILLS:


· Computer Literate

· Decision making, critical thinking 

· Strong verbal and personal communication skills

· Self-motivated, initiative, maintains a high level of energy

· Problem analysis, use of judgment and ability to solve problems efficiently

	EDUCATIONAL BACKGROUND:


Tertiary

       Bachelor of Science in Hotel and Restaurant   

                                           Management

                                           Our Lady of Fatima Collage
                                           1999-2003
	PERSONAL INFORMATION:


Date of Birth


: 21 February 1981

Sex



: Female

Civil Status


: Single


Nationality


: Filipino

Religion


: Christian 
I am looking with a great enthusiasm to be a part of the team. My diploma and certificate will be submitted upon request.
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