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Job Objective/s:
To secure a new challenging position where skills and knowledge will enable me to acquire a new opportunities, likewise desire career growth based on my performance and accomplishments.

Education:

Bachelor of Science (2007)




Major in Industrial Psychology




Rizal Technological University 

Co-Curricular

Activities:

Member (2000-2004), Philippine Psyche Society




Member (2000-2004), Industrial Psychology Students Association

Work-Related

Experience:   
Reservation Specialist, Teleperformance Phils. (Hilton Hotels Worldwide)
(February 17, 2014 – March 15, 2015) - Philippines

· Responsible for taking reservations and accurately inputting into the system.
· Answers inquiries of room rates, hotel location, services and amenities as well as room locations. 
· Handles all guest special requests in a professional manner.
· Route customers to the right department whenever necessary.

· Upsell whenever necessary.
Customer Service Representative/Recovery Specialist, West Contact Services (American Express)
(July 29, 2013 – January 30, 2014) - Philippines
· Make return phone calls to customers if problems were incurred during customers initial incoming phone calls.
· Ensure that calls are processed in strict adherence to established policies, procedures, and quality standards, as well as any federal laws and regulations.
Customer Service Associate, US Auto Parts Network (Philippines) Corp.

(September 27, 2010 – May 31, 2012)

· Answer inbound/outbound calls and assist customers who have specific inquiries.

· Build customer’s interest in the services and products offered by the company.

· Handle and resolve customer’s complaints.

· Provide customers with product and service information.

· Route calls to appropriate resource.

· Follow up customer calls when necessary.

Customer Service Executive cum Receptionist, Mount Pleasant Veterinary Centre (2008) Pte Ltd (July 09, 2008 – May 08, 2009) - Singapore
· Handle client’s requests, inquiries, and feedback effectively.
· Attend to walk-in guests, manage the queue system, dispense medication, key in data and cashiering.
· Responsible for handling both inbound and outbound calls and ensure prompt response.

· Provides concise, quality customer service in a professional, timely and courteous manner.

· Provides information to customer and assists in their inquiries.

· Handle reservations and appointments booking for customers.

· General reception duties

Leasing Assistant, Abenson, Inc. - Philippines
(December 27, 2007-April 27, 2008)

· Prepares contract for the tenants that are for renewal.
· Assist & follow up tenants in their application.

· Prepares billing for the tenants.
· Receives and screen all incoming and outgoing transactions.

· Prepares documents for the tenant that will expire / egress.

· Monitor all centers for the renewal of each tenant.

General Administration, Pillars Industrial Equipment Corporation - Philippines
(July 28, 2005-February 07, 2007)


· Prepares rental and sales quotation intended for the clients.

· Monitor and prepares semi monthly attendance for payroll monthly attendance report.

· Assist employees to update and apply benefits to the government.

· Reports separation / deletion of the employees from the records of all the government agencies

· Responsible in dealing with prospective clients.

· Responsible for the company proposal needed by the sales engineers and sales executives.

· Assist in the preparation of reports and other administrative requirements.

· Screening of visitors and applicants for their preliminary interview.

· Coordinate in Thailand, Singapore and Malaysia the flight details of the president.

· Prepares Pro-forma and sales invoice.

· Monitors Customer Collection and equipment for hire.
Seminars Attended:    
 
Facilitator, Personality Enhancement Program conducted by Rizal Technological University (September 20, 2003)
Skills:     
· Good in oral and written communications both English and Filipino. 
· Proficient in Microsoft Office Applications (Word, Lotus and Excel). 

· Possess positive, problem-solving attitude and a team-oriented mindset.

· Has a good typing, spelling and grammar skill.
· Excellent customer service skills
References: Available upon request    
I hereby certify that the above information is true and correct to the greatest extent of my knowledge.
