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QUALIFICATIONS PRECIS:
· Ability to work windows based office PC applications – MS Proficient: Word, Access, Outlook, Excel, and PowerPoint, AS-400.

· Extensive customer service experience. Consistent Top Agent.
· Focused and detail-oriented.
· Can work in a fast pace and multi-faceted-focused environment.
· Flexibility and productivity. Efficient in carrying out multi-tasking functions and responsibilities.

· Proficient in English and Filipino (i.e. speaking and writing)
· A team leader. Strong analytical and organizational skills.

· All of my work experiences have involved working within a team-based culture. This involved planning, organization, co-ordination and commitment which ensured annual sales targets were met and effective communication amongst all staff members.
CAREER BACKGROUND
Abroad Work Experience (5 years):
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  Executive Secretary to Deputy General Manager 



  Regency Pools & Landscaping (Regency Group Holdings)


  ISO 9001:2008-Certified, Certificate No. AJAEU/13/12951

 

   Doha, Qatar

          


   January 2012 – April 20, 2014
· Acts as an Office Manager.

· Secretary to the Technical Office.
· Establish work procedures and schedules, and keep track of the tasks of DGM in a daily basis.
· Directly coordinates with the Department Managers for a required report and submit it to DGM in writing.
· Coordinates with the Project Manager, Civil and Mechanical Engineer and Foreman for project status update.
· Liaising with the DGM to plan meeting, positioning the agenda, taking minutes, procedural compliance in circulating reports and checking that agreed actions are carried out by attendees.
· Maintaining effective records and administration by keeping up-to-date contact details of clients, organized filing of incoming and outgoing documents and ensuring its security and confidentiality within the office.

· Upholding legal requirements by ensuring company policies are met (where relevant).
· Respond effectively to clients’ inquiries and take action, if required.

· Locate and attach appropriate files to incoming correspondence requiring replies.
· Compose, type, and distribute meeting notes, memorandums and routine correspondence.
· Operate electronic mail systems and coordinate the flow of information both internally and with other companies and/or clients.
· Prepares and makes reports as assigned by the DGM such as the weekly update of Work Progress Target.
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Sales Coordinator
Regency Pools & Landscaping (Regency Group Holdings)
[image: image4.png]


 ISO 9001:2008-Certified, Certificate No. AJAEU/13/12951
 Doha, Qatar

 July 2009 – January 2012
· Makes company and project inquiries and coordinates with the Technical Department for costing.
· Prepares quotations, contracts, and general correspondence to clients, as required.
· Manage incoming and outgoing correspondence such as telephone, fax and email & liaises messages to the proper sales man.
· Forward incoming sales calls and potential new contract opportunities to Sales Representatives.

· Document Controller. Maintains the Sales files according to company policy.
· Enter and track sales agreements in the database on a daily and weekly basis.

· Attends to client’s inquiries and assists them on their requests that can be handled internally.

· Within the framework of delegated responsibility, promote communications, coordination, and cooperation between sales, operations accounting, etc., within the division.

· Updates and alerts the Sales Manager and Technical Manager in regards to the sales man’s performance.

· Assist to maintain the customer base through good service and customer support.

· Provide customer service in assisting to resolve incoming customer issues or problems.
· Prepares monthly reports accurately and timely.

· Follow up on commitments with clients, updates tender projects and reports them to the Sales Manager.
· Additional duties and responsibilities may be assigned to ensure company objectives are met.
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  Receptionist cum Secretary 

   Pixel Graphic
   Doha, Qatar

   April – June 2009
· Carries out secretarial duties such as attending telephone calls, answering queries and relaying messages
· Contacts prospective clients and cross-sell the company’s services

· Prepares all types of correspondence such as e-mail, fax and reports.
· Prepares delivery note prior to the clients’ job order

· Provides information, routine enquiries, handles complaints, and interprets policy and procedures, ensuring appropriate distribution and release of confidential or sensitive information
· Prepares brief summary of the company’s activities and directly reports to the GM.
Local Work Experience (4 yrs & 5 mos):
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  Customer Care Consultant – Sensis White Pages/Book Orders


  TeleTech
 

   Roxas Site, Manila, Philippines
          


   June 2014 – March 2015
· Front of the House point of contact with exemplary customer service.

· Receives inbound customer calls to verify pertinent account information and process requests.
· Utilize computer technology to handle high call volumes and carry out multi-tasking vocation.
· Greets customers warmly and ascertain problem or reason for calling.
· Resolves customer enquiries with regards to their White Pages listing, billing and complaints.
· Updates listing details such as business name, address and telephone numbers amendments or additional information, if required.

· Coordinates with the Account Manager for assigned accounts, any listing changes and billing specifics.
· Executes outbound call to verify customer’s request and ensure accuracy of orders and processes them accordingly.

· Place orders of in and out of area phone books/directories.

· Processes back of house documentation and special projects such as bulk orders of phone books and Australia-wide directories.

· Reports complaints to the Distribution Team to ensure appropriate action is done.
· Compile reports on overall customer satisfaction and end of shift work tally.

· Participates and provides expertise as part of the customer service departmental team. The team’s objective to develop the existing methods and systems to increase the accuracy, efficiency and responsiveness as a whole.
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  Sr. Teller 3 

   BDO (Banco de Oro Universal Bank)
   Makati City, Philippines
   April 2006 – April 2009
· Cash Services – Processes transactions such as cash and check deposits, cash withdrawals, closing of savings and current accounts, Manager’s check and check encashment, passbook updating & replacement, bills payment. ATM loading and reading.

· General Services - Processes FEDS which includes buying and selling of dollar and third currencies. Cash card purchase and reloading, Manager’s check, Gift check, Cashier’s check and Demand Draft requisition, Bank Statement updating, Checkbook reordering, Transfer of Funds, Telegraphic Transfer, Traveler’s Check encashment, Remittances.
· Marketing Services - Opening of new accounts which include Savings, Checking, Time Deposits and Trust Funds. ATM linking and requisition. Processes loan applications and other bank products. Filing of opened and closed accounts. UITF updating, acceptances and redemptions. Cross-selling of other bank products such as Personal and/or Consumer Loans, Auto and Home Loans, Treasury Bills, Special Deposit Accounts. Updating of Dormant accounts and Time deposit maturities.
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  Call Center Agent 

   SVI (Software Ventures Inc.) Connect
   Manila, Philippines
   August – December 2005
· Accelerated leads of qualifies sales opportunities 

· Provide feedback to Marketing on campaign quality 

· Provide literature fulfillment and good communication skills 

· Meet the goal of at least 2-3 sales a week 

· Managed good computer navigation skills based on defined processes 
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EDUCATION
      TERTIARY: 


COLEGIO DE SAN JUAN DE LETRAN
                        

           

Manila, Philippines
                        



Bachelor of Science in Business Administration 

                        



Major: Marketing

                        



GPA: 92%

                        



2001 - 2005

       SECONDARY: 


SAINT FRANCIS OF ASSISI COLLEGE SYSTEM 

                        
    


Cavite, Philippines
1996 -2000
PERSONAL VITAE

AGE:


31


BIRTHDATE:

July 23, 1983



NATIONALITY:
Filipino

BIRTH PLACE:

Quezon City

GENDER:

Female



STATUS:

Single


HEIGHT:

5’0’’


WEIGHT:

50 kgs.
REFERENCES

Available upon request
I hereby certify that all information furnished above is true and correct to the best of my knowledge.
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