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	OBJECTIVE


To be an active employee who contributes to the Mission, Vision, and Values of the Company, and to interact, on a professional level with other employees. To give excellent performance, and to translate my experience knowledge, skills and abilities into value for the organization.
	PERSONAL DATA

	Age:
	21

	Date of Birth:
	March 29, 1994

	Gender:
	Female

	Civil Status:
	Single

	Height:
	5’4

	Weight:
	100 lbs.

	Nationality:
	Filipino

	Religion:
	Catholic

	PROFESSIONAL EXPERIENCE


Position:                         Kindle Technical Support / Customer Service Representative / E-mail Support / Amazon Community Moderator
 Duration:                         2012 – 2015
 Company/Account:        Sutherland Global Services
 Location:

Philippines
 Department:                    Amazon
Job Description

•
Delivers the products to customers. The delivery may be in person or by mailing the items by courier service.

•
Developing a clear strategy to sell the products of the company and identifies the geographical scope of the marketing campaign, profile of potential customers and projected sales volume.

•
receives payment from customers and delivers it to the company.
• 
Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services.

• 
Gather customer’s information and determine the issue by evaluating and analyzing the symptoms.

• 
Follow standard processes and procedures

• 
Resolve customer complaints via phone, email, mail, or social media.

•
 Assist with placement of orders, refunds, or exchanges.

• 
Greet customers warmly and ascertain problem or reason for calling.

•
 Duties of moderators include facilitating introduction of participants in a forum, encouraging robust discussion of the forum’s agenda, maintaining order throughout the proceedings, ensuring that the interactions remain within the identified theme and for online forums. It includes editing, moving and even deleting postings.

Position:                         Service Crew / Cashier / Food Attendant
 Duration:                         2012 – 2012
 Company/Account:        Gasthof – Home of Boracay’s Baby Back Ribs
 Location:

Philippines 
Job Description

· Greet customers and answer their questions about meal specials or specific diet requests.
· Prepare and serve meals for dining in, carryout or from drive-thru windows, and replenish stocking stations with utensils, condiments, napkins and drinking cups.
· Clearing tables for customers, cleaning them and setting them up for new arrivals. 
· Take customer order at the counter and receive payment.
Seminars Attended:


· 2012  Seminar for Housekeeping , Bartending and Cooking 

Estancia Hotel Tagaytay, Philippines

· Completed 200 hours duty for Housekeeping
Pampanga State Agricultural University 

· Completed 300 hours duty for Catering Services
Pampanga State Agricultural University 

Special Skills:

Competitiveness, creativeness, initiative to learn and work, good communication skills, computer literate (MS Word, MS Excel, MS PowerPoint), goal-orientation and positive attitude, possess control and discipline in dealing with a variety of people, with flexible and stable personality as reflected in the ability to quickly assess and adapt to dynamic situations.

EDUCATION
Education Level:
College Degree


Education Field:

Hospitality Management

 University/Location:
 Pampanga Agricultural State University Philippines


