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OBJECTIVE:
To take part in your dynamic and motivating economic system. To be able to work in a suitable company that can enhance my ability based on my knowledge and work experiences.
EDUCATIONAL ATTAINMENT:
COLLEGE


STI COLLEGE RECTO




2yrs. Graduate of Information Technology



2006-2008

HIGH SCHOOL

POLA CATHOLIC SCHOOL




Pola, Oriental Mindoro




2002-2006

ELEMENTARY

POLA CENTRAL SCHOOL



Pola, Oriental Mindoro




2000-2002




ISABELO DELOS REYES ELEM. SCHOOL



Santo Nino Tondo Manila




1996-2000

SKILLS/QUALIFICATIONS:

Computer Skills: Proficient with various software applications including MS Word, Excel, Power Point and Internet Services.

Responsible, loyal, fast learner new things, hardworking, organized, motivated, and be able to follow instructions from the management.
WORK EXPERIENCES:

HC (Home Credit) Consumer Finance Philippines Incorporated
Collections Operator

2014

· Collect payments on past due bills.

· Attempt to collect payments.
· Listen to customer’s story and determine if debt can be collected.

· Set up payment plans.

· Must fulfill the monthly target in cash collected.
· Comply with the collections operational plan and initiatives as communicated by Head of Collection or authorized person in the Risk Department.

Metrobank Card Corporation
Telemarketing Agent

2013

· Perform call out function.
· Support Card / product usage through promotion of marketing program.

· Convince the customer to avail the promotion program.

· Handle customer inquiries and provide them with necessary information.
· Provides fast and efficient assistance to address service gaps.

· Monitor and ensure completion of account requirements.

· Ensure administrative tasks are completed.
· Perform other tasks that may be assigned from time to time.
PC Broker 

Sales Representative

2009
· Maintain a clean and orderly sales floor area.

· Responsible of take good care of company’s assets.

· Communicate positively with store team members and customers.

· Greet customers on sales floor, determine the customer’s need and provide them information.
· Provide complete and appropriate solutions for every customer to achieve sales goal and maximize customer satisfaction.
STI COLLEGE RECTO

Student Assistant

Library Department


2007 – 2008

· Assist with the opening the Library every day.
· Expected to greet Library Patrons in person and on the Telephone.
· Checked out, check in books, Journals, Newspapers, Thesis Documents and other Library materials.
· Sort materials for shelving.
· Help process journals to be sent for binding, check catalog records for accuracy and completeness, replace call number labels on books.
· General office assistance.
CERTIFICATE OF ACHIEVEMENTS:

Certificate of Recognition

EXCELLENCE AWARD
            STI COLLEGE RECTO

            National Certificate II (NC II)

            PC OPERATIONS

            TESDA (Technical Education and Skills Development Authority)

            On the Job Training Certificate

            200 hours of OJT Program

Philippine Postal Office at Management Property Division

PERSONAL INFORMATION:


Age

:
25





Date of Birth

:
December 3, 1989

Place of Birth

:
Manila, Philippines
Gender

:
Female

Civil Status

:
Married



Citizenship

:
Filipino

Religion

:
Roman Catholic
Visa Status

:
Visit Visa
