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career objective

I am currently looking for a full time position in an environment of growth and excellence that offers opportunity to help the company advance efficiently and productively, and will also provide me job satisfaction and self-development, which will help me achieve personal as well as organizational goals.  

personal strength

I have very good interpersonal abilities and good written and verbal communication skills. I have the ability to stay calm in emergency and stressful circumstances. I am able to multi-task efficiently without communicating the frustration or overwhelming pressure to callers by the tone of my voice. I am adept at managing stress and communicating over the telephone effectively. I am self-motivated and able to work both independently and as collaborative team member.

summary of qualification

2 years experience as a Customer Service Representative/Sales Representative at Filweb Asia, giving quality service to the customers by answering inquiries, resolving problems, fulfilling requests, maintaining database, and also sell additional services to the customers.

5 years experience as a Collections Agent/Customer Service Representative at Genpact LLC, making inbound/outbound calls to clients regarding their arrears to discuss payment options. I’m responsible for handling calls from new and existing customers regarding their requests. I also manage and resolve customer complaints.

2 years experience as a Customer Service Representative at APAC Customer Services, Inc., responsible for performing activities pertaining to Provider Relations. Handles inquiries and complaints from healthcare providers.

2 years experience as a Customer Service Associate at Convergys, responsible in handling customer inquiries, problems, complaints and other issues regarding their services to ensure customer satisfaction.

EDUCATION

Bachelor of Science in Computer Science

work experience

2013 - 2015

FilWeb Asia, Inc.

Account Executive (Customer Service Representative/Sales Representative/Data Encoder)

Job Description:

· Handles calls in a consistently polite, professional and efficient manner.
· Delivers a high level of customer service to every account and cash customer.

· Calls customers to inform them of the status of their orders or services they purchased.

· Identify and provide relevant knowledge and insight to customers regarding the services that we can offer.

· Accurately and completely capture information regarding customer requests, and update into systems appropriately.

2008 - 2013

Genpact Services LLC Philippines

Process Associate (Collections Agent/Customer Service Representative)

Job Description:

· Deal with customers diligently, courteously and professionally while collecting payments. 

· Initiate strategies for collection processes and procedures. 

· Negotiate payment plans. 

· Persuade customers diligently to pay past due amounts. 

· Retain customer loyalty while initiating processes for collection of payments. 

· Must be persistent and professional, with a thorough understanding of how to use the phone system and computer software related to the job.

2006 – 2008

APAC Customer Services, Inc.

Customer Service Representative

Job Description:

· Builds and maintains relationships with users and providers to provide a high level of customer service.

· Ensure department phone line is answered and calls handled accurately and promptly

· Reviews claims document and contacts provider to recover payments.

· Resolves claims issues while maintaining positive relationships. 

· Record details of customer contacts and actions taken.

2003 – 2006

Convergys

Customer Service Associate

Job Description:

· Providing excellent service to customers. 

· Responds to customer inquiries by understanding inquiry; reviewing previous inquiries and responses; gathering and researching information; assembling and forwarding information; verifying customer's understanding of information and answer.

· Records customer inquiries by documenting inquiry and response in customers' accounts.

· Provide support and offer information, as needed, to keep customers satisfied and retain business.
