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WORK EXPERIENCE

CUSTOMER SERVICE REPRESENTATIVE (Chat Support Specialist)
AT&T, March 2011 – Feb 2015 
· Requirement Analysis and Research 

· Effectively address a representative question and handles customer issues.
· Research if a certain Customer Account has good FOC (Firm Order Agreement) and SOA (Service Order Agreement) and provide the validity or grace period. 

· Place a port-in and TN swapping requests. 

· Assign a temp TN as per representative or customer requests. 

· Reschedule an order due to ordering issue. 
· Inform the latest status of the BAN. 

DATA ENTRY AGENT 

Cognizant Tech Solutions Inc., Feb 2010 – March 2011
· Process and submits LSR/CSR to the different Telco providers thru their web guis. 

· Checks Telco providers’ response. 

· Input Telco providers’ response thru Match and Batch. 

· Process Telco providers request (Cancel, Due Date Change and Miscellaneous Change) 

· Assign work items to the team. 

· Prepares daily End of the Day report submitted to Team Leader. 

SYSTEM ADMINISTRATOR
Macro Café, Nov 2008 – Jan 2010
· Diagnose hardware and software problems, and replace defective components. 
· Monitors and maintains the use of the Café’s photocopiers and printers.

· Maintain and administer computer networks and related computing environments, including computer hardware, systems software, applications software, and all configurations.
· Perform on-site and remote technical support.
· Performs other duties as assigned. 
DOCUMENT CONTROL CLERK
Content Online Services, Inc. May 2005 – Oct 2008
· Receiving of all inbound shipments, inventory and preparation of documents for production processing.
· Reporting of discrepancies, if any, in shipment/s and source documents. Maintenance of batch slip database. Preparation of completed project materials for ship out or for storage.

· Coordination with the Team Manager problems encountered that may hinder job completion and recommends solution or course of action. Endorses task-related concerns to the next shift.

· Ensuring completeness and timely delivery of files/documents to production and submitting all reports on time despite large volume and multiple projects by scheduling priorities according to TAT requirements and production needs.
· Performs other tasks that may be assigned / required by superior from time to time.

DOCUMENT ANALYST
Content Online Services, Inc. - Litigation Department, Jan 2004 – Apr 2005
· Encodes data from hardcopy to database. The clients often gave this data for some litigation purposes.

· Recheck encoded data

· Performs other tasks that may be assigned / required by superior from time to time.
EDUCATIONAL ATTAINMENT

Bachelor of Science in Computer Science
                    
Divine Word College of Legazpi, Philippines

1999 – 2003

                

          
TRAININGS AND SEMINARS
Hardware Servicing






Computer System Institute, Philippines
April 2008 – May 2008
Information Security

West Capitol School of Technology
October 2010




 

3 in 1 Advance Board and Chip Level Repair

I Choose Excellence Training and Development Center, Philippines

November 2014

CCTV Installation and Management

Media Inventive Training Center, Philippines
January 2015

Basic Networking (Wired and Wireless)

Media Inventive Training Center, Philippines
February 2015

PERSONAL BACKGROUND
Nationality

:
Filipino
Birthday 

: 
August 10, 1982 (32yrs old)
Language Spoken
:
English, Tagalog
Visa Status

:
Visit Visa
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