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Career Objective:
Gain the position of Customer Service Associate and develop different soft skills and improve my interpersonal communication and leadership qualities. My multi-tasking ability and quick learning skill will help in getting familiar with the job culture quite easily.
Professional Experience:
July 14, 2014 to April 1, 2015                                 Telus International Philippines                                   

Customer Service Representative

Call Center Agent

· Obtains client information by answering telephone calls; interviewing clients; verifying information.

· Determines eligibility by comparing client information to requirements.

· Establishes policies by entering client information; confirming pricing.

· Informs clients by explaining procedures; answering questions; providing information.

· Maintains communication equipment by reporting problems.

· Maintains and improves quality results by adhering to standards and guidelines; recommending improved procedures.

· Updates job knowledge by studying new product descriptions; participating in educational opportunities.

· Accomplishes sales and organization mission by completing related results as needed.
June 7, 2008 – February 18, 2014


Second Cup Café/Cacao Sampaka
Café Supervisor/Captain Barista


Bin Hendi Enterprises, U.A.E
· Provides high quality customer service.
· Supports and provides the resources to continually and profitably improve sales.
· Completion of any task assigned by the Operation Manager.

· Store performances using excel sheet to analyze, troubleshoot and consolidate the data. 

· Using E-mail to send store performances, customer complaints, maintenance updates and staff concerns to Operation Manager. Using E-mails to send and follow up orders to suppliers.
· Maintaining high standards of service in compliance with management objectives.
· Ensuring better and consistent quality of food and beverage served in the outlet.
· Maintaining and improving staff productivity through training, motivation and staff promotion.
· Ensure stocks received are accurate versus ordered quantity and verifies if delivered stocks meet the company standards on quality.
August 18, 2005 – November 10, 2007                    PENTA-SHIMIZU-TOA JOINT VENTURE,                                                           Document Controller                                                Philippines
· Answering telephone calls.
· Encoding different business correspondence at the Construction Department.
· Responsible for Encoding Subcontract Instruction, Inspection Request, Transmittal and ISO Cover for Methodologies.
· Updating and maintaining the Weekly Status of Engineer’s Methodologies.
· Photocopying of files and attachments.
· Preparing and Encoding the Monthly Report of the Construction.
· Perform others related jobs that may be assigned from time to time.
· Sorting and Filling of documents.
· Preparing Daily Work Report Based on the Engineer&#039;s Work Schedule.
Education:
· Cavite State University Indang, Cavite, Philippines
Diploma in Hotel and Restaurant Management. 2002 - 2004
· Colegio De Los Baños, Laguna Philippines

Bachelor of Science in Business Administration. 1998 - 2002
Personal Data:
· Date of Birth: November 20, 1981

· Age: 33 years of age

· Height: 5’7

· Weight: 180 lbs

· Nationality: Filipino

· Civil Status: Single

Achievements: 

· Top 3 wave 67, best in AHT and best in QA. Telus International Philippines

· Coffee Ambassador, Second Cup Café 2010 to 2012.
· Employee of the month, Second Cup Mall of the Emirates January 2010.

· Barista, Second Cup School of Business Alreem Tower Al Maktoum Road Deira, Dubai. 

Dec. 16, 2008

Seminar Attended:

· Person In-Charge Food Safety Training
Al Safwa Consultancy Sheike Sayed Road Dubai, United Arab Emirates. January 
6 - 8,       2013

· Churros Cooking Procedure


In Blan Valladolid, Spain.  August 19 - 25, 2012
· Orientation Seminar on Hotel Operation Management
Grand Boulevard Hotel, Roxas Boulevard, Manila, Philippines
September 13, 2003
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