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Career Objective

Seeking a responsible and challenging position in a growth oriented progressive Institution where my experience and skills will significantly contribute to the overall success of the organization and provide opportunities for my career growth.
WORK EXPERIENCE:

· Customer Service Associate, from Feb – Dec 2014
Convergys Company, Cebu City Philippines


· Cashier/Asst. Manager, from April –October 2012
Magnitude 8.9 Resto Bar, Davao Philippines

· Office Assistant from August 2011 – Feb 2012
Balong and DJ Trading, Davao Philippines

· Internship/Technical Assistant, from April – June 2011
Philippine Long Distance Company (PLDT), Davao City Philippines

JOB PROFILE:
Customer Service Associate

· Activates customer connection as a service provider of cable phone & internet

· Answer calls and respond to emails 

· Handle customer inquiries telephonically 

· Manage and resolve customer complaints

· Provide customers with product and service information

· Identify and escalate priority issues

· Route calls to appropriate resource

· Follow up customer calls where necessary

· Document all call information according to standard operating procedures

· Complete call logs

· Produce call report
Cashier/Asst. Manager
· Supervise and manage performance of staff

· Analyze and develop strategies for improvement

· Handle adjustments on Cost and Quality Control

· Ensures quality service given to guest

· Create interpersonal relationship among staff

· Charge customer’s bill correctly

· In-charge in releasing payroll
Office Assistant

· Receiving and preparing  invoice and quotation
· Preparing all the documents in a daily basis
· Check the schedules for meetings and appointments
· Follow up inquiry for new and old  clients
· In- charge  in checking all the emails and releasing payroll
Internship/Technical Assistant

· Assigned in the back office and observe operation to go smoothly
· Install internet & phone service to customers as per technician’s advice.

· Liaising with customers with regards to technical issues

· Liable for the prompt technical assistance of the employees whenever they are stuck in a problem.
SEMINARS AND TRAININGS

CCT AND PST TRAINING



Alnair Mark Canoy

Associate Traineer

Convergys Philippines
TECHNICAL EXPERTISE:

Capable in Computer Aided Task

· Microsoft Office (MS Word, Excel and PowerPoint)

· Excellent in Oral and Written English
AFFILIATIONS:

· JUNIOR INSTITUTE OF ELECTRONICS AND COMMUNICATIONS  ENGINEERING OF THE PHILIPPINES – HCDC CHAPTER

MEMBER (2007 - 2012)

Vice President (2011 - 2012)

EDUCATIONAL BACKGROUND:



College

Holy Cross of Davao College






B.S Electronics and Communications Engineering






Sta. Ana Avenue Davao City






2007 – 2012

PERSONAL DATA:

Age

: 24 

Birthdate
: December 3, 1990

Citizenship
: Filipino

Civil Status
: Single

Visa Status
: Visit Visa

