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STRENGTHS:
· High Stress Tolerance

( Being Resourceful

( Focus to a job at hand
· Adaptability and flexible
( Good social skills  

( Creative  
· Administration Acumen

( Ability to work with different people
OBJECTIVES:

To be able to share my career for an entry level position particularly in office / customer service / Sales / Human Resource and or any work that suits my qualifications and to share my Competence, Talents, Knowledge and Experience.
SYNOPSIS:
· Excellent and flexible in handling general administration duties with a good experience in Customer Service, Human Resource Assistant and Sales Executive.
· Very good communication skills, well organized & systematic with the ability to work in multi cultural environment, excellent in English verbal and written.

· Knowledge in MS Packages or any software applications.
ACADEMIC BACKGROUND:

Course: 
Bachelor of Science in Psychology

School: 

Xavier University, Ateneo De Cagayan




Cagayan De Oro City, Philippines

SHORT TERM COURSE:


Course: 
Basic IT Operations PC II


School: 

ICI – Iligan Computer Institute




Cagayan De Oro City, Philippines

PROFESSIONAL EXPERIENCE:
September 2011 – September 2014
Company: United Parcel Service - UAE (www.ups.com)
Department:     Business Development Department 
Designation:    Inside Sales Executive - Telesales 
Work Description:
· To up sell and promote the company’s products and services
· To position entire range of products through telephone conversation / customers visit
· Targeting accounts that are appropriate for their levels of expertise

· Maintain consistency with sales improvement plan procedures and protocols
· Help and ensure customer to see the difference between business cost and product price
· Wins, grows and retains customers, achieve sales plan goals
Department:
Business Development Department 

Designation:      Customer Service Front Counter –UPS Fujairah Office
Work Description:

· Entertain walk in Customers for every shipment requirements
· Maintaining office security procedures
· Responsible for all on hold shipments in the office / follow up calls
· Perform general clerical / admin works 
· Prepares Control Log Sheet for daily report to Operations Department
· Inbound and outbound calls for inquiries
· Meet and greet clients and visitors
· Having good relationship with SP (Service Provider)
· Perform other related duties as required
Department:
Business Development Department 

Designation:      Sales Lead Qualifier
Work Description:

· Calling potential and hot Leads and convert them into prospects
· Cold calls every lead received from different departments and also coming from outsource
· Submitting daily reports to Sales In charge (ISE / AM) for those converted leads

· Preparing weekly reports for Air miles points (Converted Leads)
· Pulling out monthly reports and send to all UPS

· Maintaining database for all Sales Leads received
June 2010 – June 2011
Company:  Contactopia FZE – SAIF Zone, Sharjah UAE (ABS-CBN TFC – TV Network)
Position:  Customer Service Representative (Call Center Agent) 
Work Description:

· Handling inbound and outbound calls covering UAE, KSA and other Middle East Countries.

· Handling incoming calls for inquiries, complaints, billing questions and payment.

· Providing customers with product and service information and up selling opportunities.

· Calm angry callers, explain firmly of their desired concerns and respond immediately to their request.

· Finding resources of problem resolutions and advice the best option for solutions.

· Doing outbound calls to follow up clients of their technical issues which not immediately resolved.

· Arranging technical person to manipulate the problem and prepare report schedule to do the home servicing.

· Follow-up clients of their new installation request if it’s already been assisted and prepares survey for customer satisfaction services.

· Follow-up on all logged cases with both customers and internal support arms to close all complete cases.

January 2009 – March 2010

Position: Human Resource Assistant / Admin Asst.

Company: Mitsubishi Motors Corporation – Philippines

Work Description:

· Administer or assist with administration of human resources and/or training program.

· Coordinate for the training schedule and distribute the training modules.

· Assist in the analysis of human resources problems by gathering and organizing data.

· Conducting initial interviews during job fairs and walk-in applicants.

· Making phone calls to those applicants who are qualified for examinations.

· Assist in preparing examinations and test papers.

· Helps in checking test papers.

· Interpret and encoding test results.

· Compile all necessary information of applicants.

· Keeping/maintained all the important data of the employee in safe files.

· Develop and maintain knowledge and skill in the use of the computerized tools, database and communications techniques used in human resources.

· Keeping track for all the records of the employee for their monthly vacation, benefits, employment and others.

· Responsible in file handling.
· Prepare letters and memo.

· Perform other tasks related to the job that may assigned by supervisor.
SEMINARS AND TRAININGS:
	International Sales Accelerator
	April 8-10, 2014
	UPS District Office, Jebel Ali Dubai

	Customer Service
	July 29, 2008
	Motormate H.O.- Philippines

	Human Resource Training Principles
	March 01, 2008
	Xavier University Ateneo de Cagayan Philippines

	Psychological Approach in Consumer Behavior
	February 18, 2007
	Xavier University Little Theater – Ateneo de Cagayan

	Empowering Psychology in Human Resource Management
	March 3, 2007
	Xavier University Little Theater – Ateneo de Cagayan


Achievements & Certificates:
Company Name: UPS (United Parcel Service)

· Best Revenue Growth for Inside Sales Department (2nd Quarter of 2012)

· ISE Expedited Outstanding Achiever October Plan – 2013
· Certificate for Completion – Fundamental Sales Skills Training (GAC Corporate Academy)

· Certificate for Completion - UPS International Sales Accelerator (April 8th – April 10th of 2014)
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