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	Objective
	To obtain a long term employment in an organization where I can grow professionally in position that allows me to utilize my academic and working administrative skills for the benefit of mutual growth and success



	Summary of Expertise
	· Microsoft Certified Professional
· Advanced knowledge in Microsoft Office (Word, Excel, PowerPoint) and other applicable systems and software
· Ability to work unsupervised and/or in a team
· Excellent organizational and communication skills
· Hardworking, Dedicated, Adaptable and Fast Learner
· Performs well with multiple task at hand and meet deadlines

	Education
	Bachelor of Science in Information Technology
Polytechnic university of the philippines


Sta. Mesa, Manila – Philippines
2006 – 2010


	Personal Details

	Gender : Female
Birthdate : 23 October 1990
Status: Single
Language Skills :Excellent in oral and written communication skills in English and Tagalog

Visa Status:Visit Visa



	Work Experience
	Exact software philippines
Jun-Oct 2009

Telemarketer (part-time)

· Researches businesses in need of automated centralized system to collect, store, manage and interpret data from many business activities, including: Product planning, cost. Manufacturing or service delivery. Marketing and sales.
· Offers ERP software solution  to medium/large enterpises via phone
Trend micro inc philippines
Technical Support Engineer (2010-2011)

· Provides technical support to NABU(US, CANADA) and APAC(SG,MY,AU,NZ) home users of Trend Micro Antivirus Software
· Takes first-line support via different support channels – Phone, Email and Chat

· Answers sales inquiries and process refunds upon request by customers via phone
· Ensures cases are logged in the CRM tool
· Proactively shares knowledge through technical sharing and training, solution contribution and self service participation

· Continuously improve and upgrade technical knowledge and skills through training

· Meet business objectives and team targets defined by SLAs and Performance Development Scorecards

· Use existing knowledgebase and contribute in improving solutions in resolving cases     

· Shift Lead Task - Generate reports: Attendance, Productivity Count, Service Level and Lowlights reports  that will be sent to Managers, Work Force and Team Leads after shift
· Solution Contribution and Beta Testing
· Create/Update Troubleshooting Steps on eSupport Website that clients  can refer and engineers can use for support

· Participate on Beta Testing of Trend Micro products to check for bugs and making sure product will be ready before launch

Consumer Sales Engineer (2011-2013)
· Processes orders for NABU(US, CANADA) and APAC(SG,MY,AU,NZ) customers who wish to complete their order of antivirus software or premium services via phone
· Answers sales inquiries and process refunds upon request by customers via phone
· Ensures cases are logged in the CRM tool
· Logs completed orders on a sales tracker

· Generate sales report on a monthly basis

· Meet business objectives and team targets defined by SLAs and Performance Development Scorecards

· Proactively shares knowledge through training, solution contribution.
· Use existing knowledgebase and contribute in improving solutions in resolving cases     

· Shift Lead Task - Generate reports: Attendance, Productivity Count, Service Level and Lowlights reports  that will be sent to Managers, Work Force and Team Leads after shift
· Solution Contribution and Beta Testing
· Create/Update Troubleshooting Steps on eSupport Website that clients  can refer and engineers can use for support

· Participate on Beta Testing of Trend Micro products to check for bugs and making sure product will be ready before launch



	Certifications
	WINDOWS 7 CONFIGURATION

Microsoft Certified Professional
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