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Imbued with deep sense of responsibility, integrity and professionalism

Can relate to people from a variety of cultures

Assertive and highly motivated person and can work under pressure

Willing to grow with superiors and colleagues who are systematic and career oriented.

Objectives

Obtain a position as customer service representative, where my customer relations experience can be fully utilized to improve customer satisfaction and promote the company.
WORK HISTORY:

Administrative Secretary

Prospec Specialties (GULF)  FZE


Duties and Responsibilities

· Performs experience level secretarial tasks of a confidential nature including but not limited to producing letters, reports, memorandums, Quotations, Sales Orders, Local Purchase Order, etc. via the computer; makes photocopies, files, distributes mail, etc.

· Communicates in a positive and effective manner with staff, co-workers, and/or visitors 

· Answers telephone communications and record messages

· Comprehend and make inference from written material and / or verbal and written instructions

· Maintains security by following procedures; monitoring logbook
· Make basic mathematical calculations and draw logical conclusions.
· Updating records using computer database and spreadsheet software

· Answering the telephone and dealing with enquiries

· Making appointments and keeping diaries

· Taking minutes at meetings, possibly using shorthand

· Dealing with incoming and outgoing post

· Drafting letters and other documents

· Photocopying and printing

· Filing.

Skills and Abilities
· good spoken and written communication skills

· excellent organizational and time-management skills

· good keyboard skills

· confidence with a range of computer software

· a good command of English grammar and spelling

· accuracy and attention to detail

· the ability to work under pressure and meet deadlines

· tact and discretion, for dealing with any confidential information

· the ability to work as part of a team.

Secretary / Receptionist ( City Mayors Office – OSCA)

Tagbilaran City, Local Gov’t Unit

July 02, 2013 –August 01, 2014


Duties and Responsibilities
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Receiving outside calls for appointments

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.
· Maintains continuity among work teams by documenting and communicating actions
· Plan and organize assignments
· Handle sensitive and confidential issues.
· Comprehend and make inference from written material and / or verbal and written instructions
· Listen and communicate effectively both verbally  and in  writing with all encountered work.
· Make basic mathematical calculations and draw logical conclusions.
· Proficiently perform computerized word processing, comprehending, summarizing, writing and editing data or information
· Take and transcribe minutes in the meeting and prepare copies for distribution as necessary. 
Customer Service Representative 

Alorica, Inc. Philipines

April 2012- June 2013

Duties and Responsibilities
· Responded promptly and answered/resolved customer inquiries and complaints.

· Investigated and resolved service issues and/or product problems.

· Managed customers’ database accounts, performed customer verification and processed applications, orders and requests.

· Worked with administration: forwarded requests and unresolved issues to the designated resource by communicating and coordinating with internal departments.

· Kept records of customer interactions and actions taken, including – transactions, comments, inquiries and complaints.

· Supplied customers with written responses and information and followed up on customer communications.

SKILLS AND ABILITIES:
· Has excellent knowledge in Microsoft Word, Microsoft Excel, and Power Point, with a typing speed of 55 WPM (words per minute).

· Extremely proficient in entering, accessing, and retrieving data, and creating customized reports
· Have proficient knowledge on computer and basic accounting
· Have professional style of communication and ability to build rapport with prospective clients.

· Excellent verbal and written communication skills with excellent telephone etiquette.

· Has the ability to work under pressure

· Flexible and can easily adopt to work environment.

· Patient and dedicated to work

Customer Service Representative / Sales Representative
Qualfon Inc.,
May 2009 – June 2010
Duties and Responsibilities

· Determines requirements by working with customers.

· Answers inquiries by clarifying desired information; researching, locating, and providing exact and specific information.

· Resolves problems by clarifying issues; researching and exploring answers and alternative solutions; implementing solutions; 

· escalating unresolved problems which are beyond my scope. 
· Fulfills requests by providing clearly the desired information; completing transactions; forwarding requests.

· Sells additional services by recognizing opportunities to up-sell accounts; explaining new features.

· Maintains call center database by entering information.

· Updates job knowledge by participating in educational opportunities.

SKILLS AND ABILITIES:

· Has excellent knowledge in Microsoft Word, Microsoft Excel, and Power Point, with a typing speed of 55 WPM (words per minute).

· Extremely proficient in entering, accessing, and retrieving data, and creating customized reports

· Have proficient knowledge on computer and basic accounting

· Have professional style of communication and ability to build rapport with prospective clients.

· Excellent verbal and written communication skills with excellent telephone etiquette.

· Has the ability to work under pressure

· Flexible and can easily adopt to work environment.

· Patient and dedicated to work

Educational Background:

Bachelor of Science in Nursing








June 2006- March 2012

University of Bohol
Tagbilaran City, Bohol, Philippines







Professional Qualification:

Registered Nurse

· Passed the Nurses Licensure Examination held last December 2012, Philippines
Training and Seminars:

Short course Instruction to Microsoft Word and Microsoft Excel 




March 2010
Informatics Computer Institute

Philippines, March 2010

PERSONAL INFORMATION
Civil Status: 



Married

Citizenship / Religion:


Filipino / Roman Catholic

Height:




5’2”

Visa Status:



Transferable
