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Objective: To be part of company’s growth by providing excellent service.
SUMMARY OF QUALIFICATIONS 

● Skilled in the production and preparation of bank reconciliation, sales, and 

    property tax returns. 

● With 6 year Business Process Outsourcing experience principally in Finance   

    Department

● With in-depth knowledge in providing high standard customer service


● Competent at managing responsibilities in a high-volume atmosphere

             ● Bachelor Degree Holder


● Civil Service Examination Passer

WORK EXPERIENCES


I.      October 19,2009 – April 16,2015

           Customer Service Agent
           SYKES ASIA, INC
              3F Worldwide Corporate Center

              Shaw Blvd, Mandaluyong

              Johnson & Johnson Vision Care Finance Team

·        Reports back to the Team Lead any important issues/information encountered related to escalations or client concerns. 

·        Answers all AR related calls. Responds to queries through fax and/or e-mail. Receives payments sent by EFT & cheque. 

·        Processes credit card payments. 

·        Processes manual credits & manual invoices if deemed necessary. 
·        Accomplishes specified reporting requirements which includes bank reconciliation,  payment history, purchase history, credit history, etc. 

· Performs other AR related tasks given by the Team Lead.

       AWARDS

· 2011 – 2nd Place Customer Service Representative

· 2013 -  1st Place Sales Representative Choice Award

II. August 25, 2008 – October 17, 2009

             Customer Service Representative

             SYKES ASIA, INC.

              36/FBurgundy Corporate Tower

              Buendia, Makati

              Inbound Call Center Agent (Telecommunication)

· Receives calls and assists customer with their queries or concern regarding products        

      and services. 

· Notes conversation on customer’s account.  

·       Strives for one-call resolution of customer issues. 

·       Strikes positive and cooperative tone with both customers and co-workers. 

·       Provides effective and timely resolution of a range of customer inquiries. 

· Delivers world class customer service and build customer satisfaction and loyalty. 

·       Increases customer experience by providing information on new products, rate plans    

      and services. 

· Demonstrates best judgments in the disbursement and credits. Completes ongoing     

                  training to stay abreast of product, service and policy changes. 

III.        August 25, 2002 – May 31, 2003

             Cashier 

WAITROSE, INCORPORATED

Kings Road, London


SW3 5XP United Kingdom
·       Make an eye contact, smile, greet the customer.
·       Wait for the customer to start unloading.

·       Ring for a packer if one is needed.

·       Start scanning when all the shopping is on belt.

·       Whenever possible, pack the items which need wrapping into carrier or carry-to-car bag  

      as I scan them.

·       Be aware of how well the customer is keeping up.

·       Finish packing while customer finds the money.

·       Keep a pen handy in case customers need one.

·       Keep a regular check on the supply of bags and blank EPT (electronic payment  

      transaction) slips.

· Keep the till, scale and other checkout equipment as well as the surroundings clean.

IV. September 1, 2003 – May 31, 2005

       February 5, 1998 – October 10, 1999

       Assistant Jeweler
       TUAZON JEWELRY REPAIR SHOP

       Stall 57 Wet & Dry Section Gotesco

       Grand Central Monumento, Caloocan City Philippines

· Prepares cheques for payment of bills (SSS and tax remittances). 

· Records sales, expenses and purchases in a book. 

· Monitor cash available everyday. 

· Deposits cash and cheque collections. 

· Reconciles cash on hand and in the book

· Accepts fancy, silver or gold jewelry for cleaning or plating and made to order job.

· Purchases stocks, chemicals and tools needed for jewelry making.

V. August 30, 1995 – August 30, 1997

   Factory Worker (Machine Operator)

   TDK TAIWAN CORPORATION

            159 Sec 1 Chung Shan N Road Ta-Tung Li

   Yang-mei Town, Tao-yuan Hsien, Taiwan

   Republic of China

· Works as a team with 4 filipino members.

·       Prints per batch the copper or silver paste into raw capacitor with specific thickness and   

      diameter.

· Checks the quality of fresh print through binocular from time to time.

·       Fill out the productivity time sheet.
·       Clean and tidy up workplace for the next shift.

VI. January 2, 1995 – March 31, 1995

                    July 18, 1994 – December 15, 1994

                    Accounting Staff (Contractual)
                    AFP-RSBS (Retirement & Separation Benefits System)

                     Camp. General Emilio Aguinaldo

   
       Quezon City, Philippines
· Posts entries to subsidiary accounts in a report generated program. 

· Validates cash transactions of periodic statements of cash flow and reconciles all cash  

      in bank accounts. 

·    Consolidates and reconciles cash balances as reported in the Cash Management System  

   against the General Accounting System. 

·    Prepares and validates periodic cash flow. 

·    Prepares monthly bank reconciliation statement of all cash in bank accounts. 

·    Releases cheques of Philippine National Police (PNP) pensioners.

VII.       December 3, 1992 – July 24, 1993

            Accounts Payable Clerk

            PLAZA FAIR, INCORPORATED

              629 Florentino Torres Street

              Sta. Cruz Manila, Philippines

· Receives invoices and delivery receipts from different branches and records them in  

         their     

            respective subsidiary ledger (suppliers). 
·       Updates suppliers’ account when payment has been made.

·   
   Encodes input tax of suppliers in Lotus 123 and generates report every month.
VIII.    May 9, 1992 – November 30, 1992

            Secretary

            SUNSTREAM ENTERPRISES, INCORPORATED

            425 F. Bernardo Street, Mandaluyong

            Metro Manila, Philippines

·       Records receipts and disbursements in the book.
·       Deposits cash and cheque collections to the bank.
·       Handles petty cash fund.
·       Prepares cheque vouchers for payment to suppliers, bills, SSS, and withholding tax   
   remittances.
·       Answers phone and relay any message for the manager.
IX. April 22, 1988 – June 30, 1990

   Data Entry Clerk

   INFO-SEARCH INTERNATIONAL CORPORATION

   2ND Floor Korban Center, 13 United Street

   Barrio Kapitolyo Pasig, Metro Manila

             Philippines

·       Input in the system the numeric coded data from the research sheet.
EDUCATION

Tertiary
            

1989 – 1992

Technological Institute of the Philippines

888 Gonzalo Puyat Street Quiapo, Manila

Bachelor of Science in Commerce

Major in Accounting
CIVIL SERVICE ELIGIBILITY


83.81% - Sub-professional

PERSONAL DATA


                      


                      
Birthplace


Manila


                      
Civil Status


Single               






