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OBJECTIVE

To increase my potential effectiveness and ability towards work to become more professional and responsible in order to reach or achieve company objectives. To provide consistent quality service to the customer and face the challenges with a smile. To prove that I can have a good relationship with different races.

PERSONAL QUALIFICATION
· Proficient in Internet, Microsoft Word, Microsoft Excel, Microsoft PowerPoint and Word Processing
· Telephone Skills, Time Management, Organization, Attention to Detail, Scheduling
· Supervising and  Assisting Skills
· Customer Service Oriented

· Team Player, Multitasking, Flexible,
· Observational and Initiative Skills
· Good in Verbal and Written Communication Skills
· Hardworking, Fast Learner, Flexible, Self-motivated and Competitive
WORKING EXPERIENCE 

CALL CENTER AGENT (INBOUND)
Convergys Philippines


Worldwide Corporate Center 

 Shaw Blvd, Mandaluyong City Philippines

 May 2014 – March 2015
· Receive calls and emails from customers and clients, e.g. queries, requests, orders and complaints;

· Build rapport with customers by greeting them in a courteous, friendly, and professional manner using procedures learned during new-hire training.

· Use decision-support computer software programs to respond to common customer work/service order inquiries and requests.

· Position entails a high amount of customer interaction over the phone. Ensure that customers understand product information, and be able to provide additional information to customers as needed

· Listen attentively to customer needs and concerns; demonstrate empathy.
Prepare complete and accurate work and update customer file.

· Communicate effectively with individuals/teams in the program to ensure high quality and timely expedition of customer requests.

· Effectively transfer misdirected customer requests to an appropriate party.
Contribute ideas on ways to resolve problems to better serve the customer and/or improve productivity.

· Participate in activities designed to improve customer satisfaction and business performance.

CALL CENTER AGENT (SALES REPRESENTATIVE)

Teleperformance Philippines
Shaw Blvd, Mandaluyong City Philippines

November 2013 – March 2014
· Obtains client information by answering telephone calls; interviewing clients; verifying information.

· Make upsale to achieve the quota required.
· 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.

EDUCATIONAL ATTAINMENT
`
Degree 

:
Bachelor Science in  Education Major in English
College

:
Jose Rizal University








Philippines
Secondary
:
Casa Del Nino Science Highschool






San Pedro , Laguna, Philippines
Primary
:
Casa Del Nino Montesori School






San Pedro, Laguna, Philippines
PERSONAL BACKGROUND
Age



:

29 years old
Sex



:

Female

Date of Birth


:

28 DEcember 1985
Nationality


:

Filipino
Height



: 

5’4
CHARACTER REFERENCES

Furnished upon request.







