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Career Profile
With the earnest desire to be a member of a team who is driven by a vision of pursuing quality service within UAE, I am willing to be employed in your company to further advance my skills and knowledge to serve the company with diligence and dedication. I can assure that my skills and experiences when linked to the vision of the company will serve and create profitable results.

Summary of Qualifications

· Demonstrates ability to serve as a solid link between customers and businesses
· Hands on experience in performing technical and non technical services
· In depth knowledge of meeting sales expectations and goals

Career Progression 
Customer Service Representative

(February 2012 to April 2015)

Global Services

SLC bldg. Ayala Ave. Makati city, Philippines

Job Responsibilities: 

· Attend to inbound calls for providing service and product information
· Provides callers with information on internet packages and promotions
· Resolves customers’ technical issues over the phone
· Generates tickets for problems that cannot be resolved over the phone
· Make sales calls for soliciting business from new customers
· Up-sold services to existing customers
· Maintains call logs
Admin Assistant cum Secretary

(March 2009 to September 2011)
AER Construction & Development Co.
5th Floor Unioil Bldg. Ayala Alabang, Muntinlupa City Philippines
Job Responsibilities: 
· Prepares and organize paperwork and other materials as needed for meetings, conferences, travel arrangements and expenses reports.
· Maintains office scheduling and event calendars.

· Compose, type, and distribute meeting agendas and minutes, routine correspondences and reports.

· Set up and handles incoming mail and office filing systems.

· Collects and coordinates the flow of internal and external information.

· Manages office equipment and office space.

· Establishes the administrative work procedures for tracking staff’s daily tasks.

Education And Credential
Bachelor Degree in Nursing

Virgin Milagrosa University Foundation

San Carlos City, Pangasinan Philippines (2004-2007)

Professional Certifications & Trainings
 
Caregiver NCII   
OBC Learning and Assessment Center

Lingayen, Pangasinan Philippines (2012)

IT Skill

· Microsoft Office Tools  MS Word, MS PowerPoint and MS Excel
· Interactive Voice Response tool
· Comprehensive Call Matrix
Personal Details

Date of birth: 25 February 1987
Languages: English, Filipino
Nationality: Filipino
Visa Status: Tourist Visa 
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