OBJECTIVE: Effective and self-driven individual securing a position where I can bring my strong excellent customer service, logistics knowledge, quality, human resource  and administrative experience, great attention to detail and accuracy, and a desire to succeed in a fast-paced environment and to provide effective support to the office.
PROFILE/SKILLS:
· Proven administrative or assistant experience

· Excellent communication skills in English and Filipino (oral and written)

· Proficient in MS Word, MS Excel, MS PowerPoint, GDS System, Citrix, CRM/SAP tools and Microsoft Outlook
· Can relate well with different diverse personalities (in terms of human relation)

· Highly-motivated, pro-active, and enthusiastic
· Able to work methodically, accurately and neatly
· Good work ethics

· Excellent time management skills and ability to multi-task and prioritize work
WORK EXPERIENCE

Senior Customer Service Representative II - Duties and Responsibilities – December 2014 to August 2015
Xerox Business Services Philippines, Inc. – Health Care Services –Distribution of Pharmaceuticals and Medical Products
Manila Philippines
· Assist and resolve customer inquiries
· Email and Fax customer’s order

· Calling credit management to transfer customer’s call and or to coordinate with their bill issues

· Do outbound calls and verify customer’s information (process Debit – Credit and Returns)


· Processes customer’s daily order

· Coordinates with warehouse operations for cancellation and shipping dates

· Prepares and issues packing slips, invoices, and delivery note

· Prepares weekly, monthly, and KPI reports

· Responsible in generating, issuing, and tracking of invoices

· Monitors and submits credit note and invoices for processing

· Handles and prepares credit note for quality issue and short deliveries
· Liaise with clients
Travel Consultant - October 2012 to November 2014
EXL Service Philippines, Inc. - Two E-Com Center Mall of Asia Complex, Philippines
· Book transportation and hotel reservations, using computer terminal or telephone
· Converse with customer to determine destination, mode of transportation, travel dates, financial considerations, and accommodations required
· Provide customer with brochures and publications containing travel information, such as local customs, points of interest, or foreign country regulations

· Plan, describe, arrange, and sell itinerary tour packages and promotional travel incentives offered by various travel carriers.

· Compute cost of travel and accommodations, using calculator, computer, carrier tariff books, and hotel rate books, or quote package tour's costs

· Print or request transportation carrier tickets, using computer printer system or system link to travel carrier

· Investigate complaints regarding safety violations
· Examine carrier operating rules, employee qualification guidelines, or carrier training and testing programs for compliance with regulations or safety standards
Administrative Assistant

· Responsible for providing administrative support to ensure efficient operation of the office 
· Support managers and employees through a variety of tasks related to organization and communication  
· Communicate via phone and email ensuring that all administration tasks are completed accurately and delivered with high quality and in a timely manner
· Answer and direct phone calls

· Submit and reconcile expense reports

· Organize and schedule meetings and appointments

· Develop and maintain a filing system

· Book travel arrangements

· Maintain and update contact lists

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results

· Perform data entry and scan documents

· Schedule and coordinate meetings, appointments and travel arrangements for Managers
Admin Secretary – September 2010 to September 2012
SM – SM Corporate Offices,  Philippines
· Plan and organize work activities; recommend improvements in work flow, procedures, and use of equipment and forms; implement improvements as approved
· Draft and/or type, word process, format, edit, revise, and process a variety of documents and forms including reports, correspondence, memoranda, agenda items and reports, agreements, ordinances, resolutions, technical and statistical charts and tables, and other specialized and technical materials 
· Coordinate, make, process, and confirm staff travel arrangements; arrange for transportation and accommodations for travel, check and process expense claims
· Serves as liaison between assigned office and the general public, City staff, and outside groups and agencies; provide general and specialized information and assistance regarding assigned function that may require the use of judgment, tact, and sensitivity and the interpretation of policies, rules, and procedures as appropriate
· Provide lead supervision and direction to assigned clerical and office support staff; prepare work schedules; provide work assignments, instruction, and training; provide information and feedback to appropriate supervisory staff regarding performance of assigned staff
· Compile, prepare, and enter data into a computer from various sources including accounting, statistical, and related documents; create and maintain computer based tracking information and reports including assigned databases, records, and lists; create standard statistical spreadsheets; input corrections and updates; assist in the compilation of reports
· Process mail including receiving, sorting, time-stamping, logging, and distributing incoming and outgoing correspondence and packages
· Explain programs, policies, and activities related to specific program area of assignment; receive and screen office and telephone callers; calendar appointments; respond to complaints and requests for information relating to assigned responsibilities
· Attend to a variety of office administrative details such as ordering supplies, arranging for equipment repair, transmitting information, and keeping reference materials up to date
· Maintain departmental personnel files as assigned; prepare and type personnel documents; enter timesheet information in the City’s payroll system; distribute timesheets
HR Assistant - July 2007 to July 2010
TeleTech Holdings –Philippines

· Substantiates applicants' skills by administering and scoring test
· Recruiting, interviewing, and hiring new employees
· Schedules examinations by coordinating appointments
· Responsible to post or advertise job openings, interview potential hires, administer tests, check references, and assist in ranking candidates
· Welcomes new employees to the organization by conducting orientation
· Provides payroll information by collecting time and attendance records
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies
· Submits employee data reports by assembling, preparing, and analyzing data
· Maintains employee confidence and protects operations by keeping human resource information confidential
Administrative Assistant

· Schedule and coordinate meetings, appointments and travel arrangements for Managers

· Take down and prepare minutes of the meeting

· Answering telephone enquiries from customers, attend to visitors and assist other staff with their enquiries

· Perform data entry and scan documents

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Assist in resolving any administrative problems

· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions
Senior Customer Service Associate – Duties and Responsibilities
· Chat and Email Support Handling


· Receive calls for payments (collections) and inquiries
and process customer’s daily orders 

· Take down and prepare minutes of the meeting

· Own and resolve the reason for the customer’s call in a very timely manner.
· Responsible for creating and sending daily, weekly and monthly reports, and KPI’s

CERTIFICATES and TRAININGS


Achieving 100% Training for Migration Interim Process (MIP) on January 2015
Top 1 Agent for Reliability and Services for the month of April 2014
Quality Service Award for achieving 100% Quality Score for the month of June 2009

Quality Service Award for achieving 100% Quality Score for the month of August 2008

Quality Service Award for achieving 100% Quality Score for the month of January 2008

Subject Matter Expert (SME) Year 2008 – 2010
Customer Service and Quality Service Excellence Award Year 2008 - 2010
EDUCATIONAL BACKGROUND

Tertiary:

June 2003 – March 2006


Perpetual Help College of Manila








BS Nursing - Undergraduate




PERSONAL BACKGROUND
Age : 31


Gender : Female
Civil Status : Single
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