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Career Objective: To work in an organization where I can acquire new knowledge and sharpen my skills and put my efforts on achieving organization as well as individual goals.

WORK EXPERIENCE
Teleperformance Philippines (formerly Aegis PeopleSupport Inc.)
Specialist, Subject Matter Expert (Email-Reservations)
Travel and Hospitality Account
Ayala Ave.cor. Sen. Gil Puyat Ave., 

Makati City, Philippines

April 2009 – February 2015
Accountabilities:

· Handled customer's queries/complaints through email and responded as quickly as possible.

· Provided agents with an additional resource for expertise in resolving customer issues.

· Prioritized assignments, follow-up to ensure task completion, and manage multiple projects.

· Coordinate with Team Supervisors to identify agents that need re-training.
· Efficiently resolve problems and issues arising from agent error/oversight

· Learned client's web site, policies, procedures and back-end systems that maybe used for email, product awareness, and other related areas

· Be constantly updated with the rules and regulations that have direct impact to clients and/or customers

· Executory authority on approval of certain operational requests, subject to approved guidelines set by management
· Performed other duties as assigned
Aegis PeopleSupport Inc., Philippines

Customer Service and Reservations Representative
Travel and Hospitality Account

Ayala Ave.cor. Sen. Gil Puyat Ave., 

Makati City, Philippines

November 2007 – April 2009

Accountabilities:

· Maintained customers database.
· Responsible for providing comprehensive and quality customer assistance through phone at all times.
· Ensured that escalated complex customer queries are appropriately addressed.

· Identified areas of improvement for each customer issue.
· Research required information using available resources.

· Routed calls to appropriate resource.

· Documented all calls information according to standard operating procedures

· Completed call logs. 

Level Up Inc., Philippines
Human Resources - Administrative Assistant/Receptionist

8/F Pacific Star Bldg.,

Makati City, Philippines

June 2006 - October 2006

Accountabilities:

· Performed general administrative duties such as data entry and filing.

· Provided information by answering questions and requests.

· Screened all in-coming calls, taking telephone messages for staff that are not available and referring callers on to other staff where appropriate.

· Provided an efficient and friendly reception service for visitors.

· Contributed to team effort by accomplishing related results as needed.

SCHOLASTIC BACKGROUND

TERTIARY LEVEL

Technological University of the Philippines




Ayala Boulevard, Taft Avenue Manila




Computer Engineering Technology - Hardware Major





SY 2003-2006
SECONDARY LEVEL
President Sergio Osmena High School





Pampanga St. Tondo, Manila





SY 1999-2003
PRIMARY LEVEL

Holy Redeemer School




Dasmarinas, Cavite




SY 1998-1999




Gregoria De Jesus Elemtary School




Dagupan St. Tondo, Manila




SY 1993-1998
SKILLS AND ABILITIES

· MS Office software Literate
· Good in Oral and Written Communication
· Knowledgeable about customer service applications and administrative procedures
· Attention to detail

· Team player

· High stress tolerance
PERSONAL INFORMATION
Date of Birth:
June 15, 1987

Place of Birth:
Tondo, Manila - Philippines
Civil Status:
Single
Nationality:
Filipino
Religion:
Roman Catholic
Sex:
Female
Height:
5’0”
Weight:
192 lbs.
Visa Status:
Visit Visa
