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cAREER OBJECTIVE
Seeking for a responsible job with an opportunity for professional challenges, where I can be productive, responsible and be able to share my knowledge and learning skills.

Work Experience

2012– 2015CUSTOMER SERVICE, EMAIL ADVISOR

                         AND TECHNICAL SUPPORT 

REPRESENTATIVE (Tier 2)
GENERAL MOTORS, IBM BUSINESS SERVICES
· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.
· Provides technical support to customers over the phone and email by researching, answering questions and handling complaints.
· Evaluating all documentation and records of orders
2011 – 2012ADMIN ADMINISTRATIVE AND SALES 
REPRESENTATIVE

CHY TRADING INC.,
· Handles General Office Administrative Work

· Accepts and Process Payments of clients

· Promotes Services and Ads online for Marketing and Sales

· Attends courtesy calls and assist business presentations and directly reports to Co-Founder and Consultants
· Checking quantities of goods on display and in stocks
· Setting meetings to new prospect clients
2009- 2011RECEPTIONIST AND SALES COORDINATOR
A1 ADVERTISING SIGNAGE COMPANY
· Welcome and assist customer regarding business product

· Organized sales visits
· Provides general information to customer and handling inventory transactions 
· Responsible for collections and billing concerns
· Compiling and typing mail and correspondence
· Maintaining accurate records
· Reviewing sales performance
Education


2005 – 2007
TERTIARY
· Bachelor of Science in Hotel and Business Management

Siena College of Taytay (Undergraduate)
2005 – 2001SECONDARY
· Cainta Catholic College
QUALIFICATIONS
Sales

· Able to engage and speak to customers.

· Superb people and sales skills.

· Customer service experience in a retail environment.

· Knowledge and experience in using computer systems.

· Communicating effectively and professionally.

· Can work at a sustained pace and produce quality work.

Personal 

· Highly enthusiastic individual who has a strong desire and commitment to achieve both personal and professional goals.

· High energy levels.

· Willing to take ownership of problems.

· Punctual and always on time for work.

· Proficient interpersonal skills

· Learns and understands works procedures quickly

· Team membership

Technical

· Proficient in Microsoft Word, Excel, PowerPoint annd Outlook
· Internet Research

· Computer literate

· Exceptional verbal and written communication skills



wORK Summary


Customer Service Representative


Sales and Client Relations Specialist


Administrative Assistant


Order Management Associate





SKILLS


Hardworking and can work under pressure 


Ability to work with minimum supervision 


A high-energy, enthusiastic and dependable individual 


Motivated, efficient, and detail-oriented. 


Flexible and Adaptable





PERSONAL DETAILS


Civil Status	: Single


Nationality 	: Filipino


Date of Birth 	: 10-05-1988


Visa Status	: Tourist Visa


Visa Validity        : 21Oct 2015 CAN JOIN IMMEDIATELY











