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EXECUTIVE SUMMARY
To secure a position where in my qualities as a fast learner, excellent team player and the ability to take on new challenges can be utilized.
WORK EXPERIENCE
CUSTOMER EXPERIENCE PROCESS EXPERT – Maersk Global Service Centres November 2011 – March 2015
· Assisted customers with their issues, kept close communication with our co-workers locally or overseas in order to ensure prompt handling of concerns. 
· Read and replied to correspondences with both internal stakeholders and customers within SLAs as defined for the specific communication channel. 
· Proposed and supported initiatives for continuous improvement of customer service processes. 
· Facilitated the completion of documentation process of the shipments. 
· Handled varied shipments such as dangerous goods, reefer or special cargo import shipments as per guideline and policies. 
· Work in close coordination with local Country Customer Experience partners on needed follow up to ensure smooth delivery of cargo as per agreed contract terms. 
COMPENSATION ANALYST - Birches Group, LLC
May 2009 – May 2011
· Organized and carried out a three week onsite salary survey in Colombia and Nicaragua in 2010. 
· Conducted telephone interviews with employer compensation managers of different countries to collect detailed information on salaries, benefits and allowances offered by the company to different jobs across that company in a particular labor market. 
· Conducted analysis on internal and external salary statistics. Based on the information collected, recommended, developed and implemented an appropriate employee compensation structure. This structuring involves configuring pay grades and evaluating new employee titles and ongoing reclassification. 
· Tracked the labor market data and advised clients of the current trend. 
· Created and applied employee incentive plans to maintain and attract talent. Worked in partnership with the rest of the human resources team to ensure that compensation and bonus programs can compete with other businesses 
LEGAL SECRETARY - Carag De Mesa and Zaballero Law Offices
January 2008 – January 2009
· Answered telephones and give information to callers, took messages, or transferred calls to appropriate individuals. Arranged conferences, meetings, and travel reservations for office personnel. 
· Composed, typed, and distributed meeting notes, routine correspondence, and reports. Located & attach appropriate files to incoming correspondence requiring replies. 
· Greeted visitors and callers, handled their inquiries, and directed them to the appropriate persons according to their needs. 
· Maintained scheduling and event calendars. Scheduled and confirmed appointments for clients, customers, or supervisors. Also, coordinated conferences and meetings. 
· Made copies of correspondence and other printed material. 
· Collected and disbursed funds from cash accounts, and kept records of collections and disbursements. 
· Conducted searches to find needed information, using such sources as the Internet. 
CONTACT OFFICER – Helicon Technologies
October 2007 – January 2008
· Made reservations for and answered various queries of passengers via telephone. 
· Tasked to assist with complaints of clients and ensured that such cases were handled delicately. 
· Corresponded with clients via e-mail to facilitate additional requests. 
PRIORITY CLUB ACCOUNT MANAGER, SPANISH LANGUAGE SPECIALIST – InterContinental Hotels Group (IHG)
April 2007 – June 2007
· Handled queries and reservations made by Priority Club Members in Latin America. 
· Made sure that the various request have been provided for the client. 
· Took charge in assisting customer with any issues regarding their reservations. 
SKILLS
Languages: English, Filipino, Spanish
Communication: Deals with internal and external comparators at all levels via telephone and e-mail, to ensure successful communication via actively listening and probing questions.
Problem Solving: Resolves in-depth queries in a methodical manner independently and with internal and external business partners to find appropriate resolutions, efficiencies and high level of quality.
Team Player: Enjoys sharing knowledge and encouraging development of others to achieve specific team goals.
Planning and Organizing: Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner.
Systems Knowledge: Microsoft office [word, excel, power point]. Experience in preparing and analyzing reporting data for management accurately and to timescales.
EDUCATION
2003 – 2007
BA European Languages (major in Spanish, minor in Tourism) University of the Philippines, Diliman, Quezon City, Philippines
1999 - 2003
Rizal High School, Main Caniogan, Pasig City, Philippines
1993 – 1999
Prince ‘N’ Princess Grade School
Maybunga, Pasig City, Philippines
PERSONAL DATA
	Date of Birth
	:
	October 15, 1986

	Gender
	:
	Female

	Civil Status
	:
	Single

	Height
	:
	5’0

	Weight
	:
	93 lbs.

	Citizenship
	:
	Filipino

	Language Spoken
	:
	English, Spanish and Filipino

	
	
	

	Visa Status
	:
	Tourist Visa


I hereby certify that all information are true and correct to the best of my knowledge and belief.
