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PROFESSIONAL OBJECTIVE
To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work with other people.
KEY SKILLS AND EXPERIENCE

· Self-motivated and excels  in a minimally managed, high profile position
· Able to maintain high level of credibility and professionalism

· Strong verbal and written communication skills

· Ability to work with diverse populations

· Personnel Management


· Office Administration 

· Customer Service  
· Computer Literacy 

· Writing Reports 
· Sales
· Driving

PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIVEMENT

· Receptionist/ Admin Assistant / Assistant Operations Manager

Dimensional Service Corporation (Philippines) 



March 2003 – February 2006

Dimensional Service Corporation is the largest janitorial / maintenance and manpowerservice provider in the Philippines. 
· Work with the Sales Department in prospecting new clients

· Work with Human Resources, Recruitment, and Training to coordinate hiring and

training of new employee resources

· Directly involve in screening and selection of new employees prior to their deployment 

· Conducts client meetings on a regular basis to ensure quality of services 
· Call Center Agent  Inbound / Otbound( Voice / Sales )
E-Telecare Global Solutions
May 2006 – January 2007

· Reports to the team supervisor

· Assist callers with their problems providing them with exact information

· Sell / upsell to inquiring customers (Cellphones, mobile devices and plans from Sprint) 
· Customer Service Specialist(Voice) / Workforce Specialist
American International Group (AIG) Business Processing Solutions Inc.
July 2007 – October 2009
· Assist callers / clients with their insurance policies; provide accurate information / solutions
· Analyze and report historical data and trends and develop forecast models
· Oversee short-term workload forecasting

· Work with training and operations to coordinate multi-skill training for existing agents 
· Work with Human Resources, Recruitment, and Training to coordinate the hiring of new employee
· Perform other duties and assignments as directed
· Maintains quality service by monitoring standards; advising supervisor of potential problems.
· Updates job knowledge by participating in educational opportunities
· Provide information and solutions to the customers with regards to their insurance policy

· Business Owner / Manager
Genki Computer Café

February 2010 – September 2013
· Plan, monitor and maximize retail budgets and product inventory, purchasing and sales
· Coordinate and determine the most cost-effective marketing and hiring strategies, and align their particular franchise with a retailer's parent business philosophy

· Provide time-efficient and thorough training and maintain the skills and well-being of current staff with motivational incentives and evaluations
· Address customer needs by immediately resolving conflict, inspiring long-term customer relationships and creatively placing and rotating merchandise in a way that best catches customers' attention.
EDUCATION

· Masters of Public Administration

Cotabato City State Polytechnic College, Philippines
May 2003
· Masters of Public Administration.

Bachelor of Arts - History
Mindanao State University – IliganInstute of Technology, Philippines
March 2000

PERSONAL DETAILS
Visa Status:     Tourist
Civil Status:
Married



Birthday:          September 13, 1977
