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Creative, resourceful and flexible in a multi-national environment.  Aiming to expand knowledge and apply work experience in related fields to a career oriented organization. An expert in the Business Industry, with a vibrant knowledge of all aspects of the business from the root level.
Professional Experience

Technical Support Representative



         March 2013 – July 2014
(Time Warner Cable)

Convergys
Key deliverables: 

· Assist customers by effectively resolving all customers-related issues and answer telephone calls in a friendly, helpful and prompt manner.
· Provide assistance for registration, email creation, physical line signal testing, modem set-up, plus email, browser and modem troubleshooting.

· Performs other duties and responsibilities assigned by the Management from time to time.
· Sell additional products and services that will generate income by means of promotional and marketing strategy.

· Prepares daily and monthly reports and other documents, using word processing and spreadsheet.
· Develop and implement new systems, procedures or working practices to improve customer service efficiency.
· Interact and coordinate with other departments to resolve customer issues.



Customer Service


          June 2011 – December 2012               

(Contractual Employee)

City Treasurer’s Office (Land Tax Division)

Key deliverables: 

(    Maintains and update the land tax payment from customer.
(    Control and keep documents on files; Posting the payments of individual taxpayers.

(    Provides information to customers by verifying of request; answering questions & offering assistance
(    Filing the documents incoming and outgoing transactions.
(    Work as a team player and performs other duties as assigned by the Head Supervisor.



Data Encoder






         March 2010 - May 2010
(On Job Training)


Land Bank of the Philippines
Key deliverables: 

·  In-charge of filling documents and maintains database by encoding.
·  Enters customer and account data by inputting alphabetic and numeric information on keyboard.
·  Maintains customer confidence and protects operations by keeping information confidential.
·  Contributes to team effort by accomplishing related results as needed.
Education & Professional Qualification
Bachelor of Science in Computer Science
University of St. La – Salle, Bacolod City, Negros Occidental 

Bacolod City, Philippines. 
Skills

(   Proficient in MS Office (Word, Excel and PowerPoint) and internet
(   Excellent in interpersonal and communication skills / Typing: 40 words per minute.

(   Dedicated, hardworking and can work well under pressure.
(   Have knowledge in hardware and software troubleshooting. 

(   Expertise in modem and router configuration.
Personal dossier
Marital Status

:
Single

Date of Birth

: 
November 14, 1990
Visa Status

:
Visit Visa

Nationality

: 
Filipino

Languages Known
:
English / Tagalog

