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Job Objective: 
· Customer service oriented and highly persuasive with 2 years of experience in call center settings. Well-spoken and outgoing team player equipped with effective problem solving skills, accustomed to working professionally and efficiently in team oriented, fast paced environments. Demonstrated telephone etiquette along with proven listening skills and strong attention to detail.

· A sales clerk position in a retail industry to utilize my customer service skills, product knowledge and experience in handling sales for the benefit of the retail store.
Summary of Skills:

· Experienced sales professional with exceptional customer service skills 

· Knowledge of all the products sold by retail stores 
· Remarkable organizational and communication skills 

· Knowledge of credit card processing 

· Ability to take stock of inventory and enter in the system 

· Skilled in multi-tasking and addressing customers' queries 

Work Experience: 

· Call Center Sales Agent Representative

Six Eleven Global Teleservices

4th floor, JojiIlagan International School Building Leon Llido St.

General Santos Phil.

September 2013 – July 2015
Answer incoming calls from customers to take orders, answer inquiries and questions, handle complaints, troubleshoot problems and provide information.

Duties and Job Description:

· Answer calls and respond to emails 

· Handle customer inquiries both telephonically and by email

· Research required information using available resources

· Manage and resolve customer complaints

· Provide customers with product and service information

· Enter new customer information into system

· Update existing customer information 

· Process orders, forms and applications

· Identify and escalate priority issues

· Route calls to appropriate resource

· Follow up customer calls where necessary

· Document all call information according to standard operating procedures
· Sales Clerk 
KCC Property Holdings, Inc.

KCC Mall ofGensan / Department Store Department 

J. Catolico Sr. Ave., Brgy.Lagao General Santos City 9500 Philippines

 July 2011 – August   2013

Responsible for being involved in all the sales operations of the store, and for performing other duties and responsibilities as assigned:
Duties and Job Description:
· Providing assistance in merchandise stocking, pricing, and inventory.  

· Greeting customers when they enter the shop. 

· Offering assistance in locating merchandise. 

· Keeping the store clean, neat and orderly, and well-stocked. 

· Engaging customers in conversation. 

· Responding to questions regarding merchandise. 

· Preparing documents associated with ordering and receiving merchandise. 

· Restocking products on shelves.
· Answering questions and makes suggestions to customers. 

· Providing clerical support to the sales team. 

· Thanking customers as they leave the shop. 
· Monitoring stock levels. 

· Talking to customers on the telephone. 

· Wrapping up orders for customers. 

· Cleaning and vacuuming store floor areas. 

· Informing customers of upcoming sales events. 

· Thanking customers for their patronage

KEY SKILLS AND COMPETENCIES

Professional:
· Closing sales transactions efficiently. 

· Good cash handling skills. 

· Helpful, tactful and courteous at all times. 

· Good in English language. 

· Strong verbal communication skills. 

· Generating and following up sales leads. 

· Ensuring that uniform and personal appearances are clean and professional at all times. 

· Maintaining effective business relationships with new and existing clients.

Personal: 

· Willing to work evenings, weekends and holiday periods. 

· Physically fit and able to walk and sand for long periods.

AREAS OF EXPERTISE

· Shop Sales 

· Equipment Maintenance 

· Supply Inventory 

· MS PowerPoint
· MS Excel
· MS Word  

· Data Entry

· Internet

Educational Background

AMA Computer Learning Center

Computer in Internet Technology 

2nd year level Collage undergraduate

999 J.C. Aquino Avenue, Butuan City Pan-Philippine Hwy,
Butuan City, 08600 Agusan Del Norte, Phillipines
References and Documents:   Available upon request
