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	Summary

	I want to be associated to a company that has growth objectives, which can utilize my knowledge and skills, and enhance my potentials as an effective part of the company; I am also ready to perform any job that will give opportunities for personal growth and development and be in the position that will harness my potential to the fullest.


	Work Experience : 
Customer Service Facilitator
August 2013 – June 2015
· Sony Service Center
· Solid Electronics Corporation
· Cagayan de Oro City, Philippines
· Interface with customers and sales representatives to handle both pre-sales and post-sales service functions. 
· Provide outstanding customer service to improve customer satisfaction and relationship. 
· Handle and resolve customer complaints/inquiries via mail or phone in a timely and accurate manner. 
· Assist in product purchasing and order fulfillment activities such as taking orders, giving pricing information, determining appropriate shipping methods, routes and rates, etc. 
· Handle incoming phone calls related to; return material requests, product samples, order referrals, sales promotions, etc. 
· Monitor product order shipment to ensure on-time delivery to customers. 
· Alert customers on shipping and flow issues in advance. 
· Provide price and cost proposals in response to customer’s requests. 
· Contact customers regarding contract cancellations to determine cause and possible corrective measures. 
· Develop knowledge about each customer’s business model and requirements.
· Maintain competent understanding of company’s products, their functions and alternatives.
· Coordinate, analyze and improve customer service functions to meet company goals. 
· Maintain database of customer sales order and invoicing records. 
· Assist in marketing activities and inventory control maintenance.


	Front Desk Clerk
March 2013 – July 2013
· Maxandrea Hotel
· Cagayan de Oro City, Philippines
· Answer Telephone & operate switchboard.
· Route calls to specific people.
· Answer calls to specific people.
· Greet visitors warmly and make sure they are comfortable.
· Call persons waiting for visitor and book them a room to meet in.
· Schedule meetings and conference rooms.
· Coordinate mail flow in and out of office.
· Cash out people people when necessary.
· Give & assign visitors room booked.
· Perform basic bookkeeping, filing, and clerical duties
· Schedule & follow-up next booking for current & tomorrows hotel guest arrivals.
On – the – Job Training                                    August 01-31, 2012
· Philippine Airlines, Inc.
· Cagayan de Oro City, Philippines
On – the – Job Training                                    June 2012 – July 2012                                           
· Department of Tourism Regional Office 10
· Cagayan de Oro City, Philippines
Skills
· Energetic Work Attitude
· Customer Oriented
· Multi – tasker
· Basic Hotel Training
· Computer literate
· MS Word
· MS PowerPoint
· MS Excel



Other Details :
· Birth Date  - April 3, 1992
· Age               - 23
· Sex                - Female
· Civil Status - Single
· Nationality - Filipino
· Height          - 5’3
· Weight         - 54kgs
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