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PERSONAL AND PROFESSIONAL SUMMARY

Experienced of both Administrative and Customer Service Executive with several years of invaluable involvement working in a customer support department of leading multinational companies. Highly focus, organized and efficient with comprehensive knowledge on how to maintain professional, helpful and courteous relationship with allocated customers. Able to work as part of a team, developing customer service procedures, policies and standards, a good level of written and verbal communication skills, experience of working shifts, early mornings, afternoons weekends and nights. Adaptive to change and ability to multi-task. Committed to promoting high quality standards at all times. Areas of expertise include:
V AR I ET Y O F OF F IC E S UP PO R T TA S K OR IE NT AT I O N TEL EP H O NE A ND F R O NT O F F IC E R E C E PT IO N R EC O R D S A ND D AT AB AS E M AN AG E ME NT F IL ING AN D D A T A E NT R Y C L IE NT R EL AT IO NS C US T O M ER
R EL AT IO NS C L I E NT R E T ENT I O N A F T ER S AL E S S UP PO R T I NT ER P ER S O N A L R EL AT IO N S K IL L S

WORK EXPERIENCE

HSBC Electronic Data Processing (Philippines) Inc.
Bldg. C1, UP -Ayala Land, Technohub Diliman, Quezon City
Financial Adviser (UK Process)
Sept 2012 – Dec 2104
Collections Associate (USA Process)
November 2011 – Sept 2012
· Collects necessary current payment due from the card member and/or business acct holder. 
· Negotiates with customers and analysing data to monitor the level of customer service. 
· Notifies customer of the current changes and/or any transition updates. 
· Making sure that customer knows the current status of the account 
· Attends to errands from supervisor depending on transactions held, to create and raised report for customer depending on the task given and/or requested by the customer. 
· Securing promises from customers by expediting payment thru wire transfer using customer’s other bank account. 
· Ensuring all telephone (Inbound) calls is answered within time frame. 
· Explains to customers the weight of rectifying their account, save time and put more value on customers’ investments. 
· Offers customers alternatives and up-selling depending on product needs. 
CENTURY ASIA CORPORATION
Pacific Star Bldg. Makati & Sen. Gil Puyat Avenues, Makati City
Front Desk Officer/Executive Assistant
June 2008 – Sept 2011
· Reports to the Chief Operating Officer (COO). Attends to all phone calls, queries and the like. 
· Monitors and coordinates schedule (Weekly and monthly) of immediate Supervisor. 
· Liaise with other Executive Dept., (Marketing, Customer Service, Finance and Technical Operations) on a daily basis. 
· Produces written information for existing clients and reports to managers on a daily, weekly and monthly basis 
· Assists in maintaining Management's calendar of activities, hotel accommodations, travel arrangements and other related schedules 
· Welcomed and assisted visitors to the company offices and designated departments. 
· Redirecting phone calls to the appropriate persons. 
· Coordinates with all Executive levels. Dole out mails. 
Call Centre Associate (Century Properties Inc.) 
May 2006 – June 2008 
· Attends to all phone inquiries concerning a particular project (House and lot, Condominiums, Hotels, Commercial Buildings, etc.) Provides proper information as regards to payment terms and unit availability. 
· Tasked to put together weekly and monthly schedule for the Agents, sends approved timetable, attends to all administrative tasks and other assigned programs such as basic technical support and for existing and prospected clients. 
· Forward complaints and concerns regarding unit purchased, documentation and turn over data of existing clients and possible deal. 
· Ensuring that a customer’s problem is brought to a satisfactory conclusion. 
World Wide Web Institute-Phils.
1869 P. Domingo St., Barangay kasilawan, Makati City
Admin Officer
Sept 2003 – April 2006
· Reports directly to the Country Manager. Does telemarketing, set up meetings with potential future clients from different high end schools in Metro Manila. 
· Accompanies CM on some of the scheduled meetings to provide further assistance during product presentations. 
· Provides after-sales customer service to existing clients. Monitors status of delivered textbooks and, academic supplies designed for the program and conducts regular inventories. 
· Administers transactions and organizes with all existing clients in terms of other social gatherings and events. 
· Coordinates with different departments inside the office; HR, electrical, accounting and further administration. 
· Book appointments for Academic Representatives to visit potential clients. 
CLEANERS & RUNNERS GENERAL SERVICES, INC.
4/F, 150 Jaka II Bldg, Legaspi St., Legaspi Vill., Makati City
Admin & HR Coordinator
Oct 1999 – Aug 2003
· Reports directly to the General Manager. Acts as his Personal Assistant. 
· Conducts initial screening for general services applicants, (riders, cleaners and assistants) administers psychological exams and manages orientation for newly hired employees. 
· Does spot monitoring, conducting customer service for existing clients regarding current status of deployed employees by doing actual call outs. 
· Attends to phone call inquiries regarding products and services of the company. 
· Safe keep files, 201 and employee records. Make sure to check for any updates. 
· Administers monthly inventories both for cleaning and office supplies. 
· Coordinates with different departments for updates and further information of deployed employees. 
SMART Communications, Inc.
East Ave., Quezon City
Customer Service Representative
Jun 1997 – October 1999
· Provides quality customer service and after sales means to existing and prospective clients. 
· Outbound and inbound calls related. 
· Collects payments and make necessary reminders to subscribers with post-paid account. 
· Advices of their monthly payment dues to be settled to avoid redirection or outgoing calls from being cut out. 
TRAININGS/SEMINARS ATTENDED

	ABS-CBN 2
	-
	OJT Training – Production Asst.
	Aug – Oct 1996

	102.7 Star FM
	-
	OJT Training – Production Asst.
	June – Aug 1996

	Smart Comm., Inc.
	-
	Basic Customer Care & Operations
	November 1998

	Alexander Resources
	-
	Proper CS/Telephone Handling
	January 2000

	(CRGSI)
	
	
	


PERSONAL INFORMATION

	Birthday
	:
	28 August 1976

	Civil Status
	:
	Single

	Nationality
	:
	Filipino

	Skill
	:
	Computer Literate
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