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· Excellent Communication Skills (Verbal and Written)

· Skilled in solving and analyzing problems

· Persistent, flexible, and resilient in handling different types of work

· Knowledgeable about Microsoft Excel, Microsoft Powerpoint and Microsoft Word.

· Excellent Organizational Skills.


Telus International Philippines

Customer Service Representative

September 2014 - March 2015

Sears USA (Chat Support) / Uber (Email Support)

Duties and Responsibilities:

· Provided support to the technical team, ensuring all sales and service objectives were met.

· Responsible for customer service in the digital equipment division, duties included answering customer queries, problem solving and providing detailed information on new products.

· Worked with new customers in the development of new accounts and the implementation of new systems.

· Assisted in the development of new policies and procedures.

· Assisted in the training of new customer service representatives and associates.

· Generated repeat business through successful client follow-up.

StarTek Philippines

Customer Service Representative

October 2013 - March 2014

Comcast - Manual Order Entry

Duties and Responsibilities:

· Provided support to the technical team, ensuring all sales and service objectives were met.

· Troubleshoots connectivity issues for both Broadband and Internet connections.

· Escalate unresolved issues. 
· Ensure follow-up to close events.
· Other job-related activities required by the immediate supervisor.
IBM Philippines

Customer Service Representative

October 2011 - July 2013

Orange (Technical support for Apple devices) / Skype (Chat & E-mail support)

Duties and Responsibilities:

· Support Apple iPhone customers with regard to their technical issued on the purchased handsets.

· Manage process and tools for a growing group of customer support agents. 

· Attended to regular training to drive improvements in the overall support customer experience 

· Served as the voice of the customers by making sure that all complaints and suggestions are being received by the proper department.

· Drive release readiness for Community Support team for all releases

· Respond to emerging issues and outages by working with assisted support to ensure our community is communicated to and supported.

Convergys Philippines

Technical Support Representative

May 2011 - October 2011

AT&T U-Verse

Duties and Responsibilities:

· Responsible for customer service in the digital equipment division, duties included answering customer queries, problem solving and providing detailed information on new products.

· Respond to emerging issues and outages by working with assisted support to ensure our community is communicated to and supported.

· Escalate unresolved issues.
· Assist customers with their Technical related issues.

· Troubleshoots connectivity issues for both Broadband and Internet connections.

· Troubleshoot browser and Windows related issues.

· Logging customers' inquiries.

· Other job-related activities required by the immediate supervisor.

Stream Global Services 

Support Professional 1                         

March 2, 2010     -    March 2011

AOL (America Online)

Duties and Responsibilities:

· Answer telephones in accordance with agreed-to Service Level. 
· Schedules an appointment with the clients and dispatch a technician. 
· Upsell packages. 
· Respond to visual inputs within agreed-to Service Level. 
· Ensure all telephonic and visual inputs are logged on the ERP system. 
· Escalate unresolved issues. 
· Ensure follow-up to close events. 
· Identify and report shortcomings and learning of the system. 
· Ensure effective problem identification and resolution to all system responses. 
· Maintain and update knowledge base continuously.
· Subject Matter Experts and Point of Contact for technical issues
· Provides Sales Support to customers based in USA and the UK.
· Assist customers with their Technical related issues.
· Troubleshoots connectivity issues for both Broadband and Internet connections.
· Troubleshoot browser and Windows related issues.
· Logging customers' inquiries.
· Other job-related activities required by the immediate supervisor.
Teletech Philippines

Customer Support Representative

November 2009 - January 2010

T-Mobile USA

Duties and Responsibilities:

· Responsible for customer service in the digital equipment division, duties included answering customer queries, problem solving and providing detailed information on new products.

· Assist customers on their billing queries.

· Provides Sales Support to customers based in USA.

· Assist customers with their Technical related issues.

· Other job-related activities required by the immediate supervisor.

Nissan Qatar

Saleh Al Hamad Al Mana Company

Sales -  Government& Grid

September 2007 - September 2009

Duties and Responsibilities:

· Works with the other secretaries in coordinating, managing and prioritizing the day-to-day administrative activities

· Coordinates and screens incoming and outgoing communications, takes action as appropriate, summarizes and prepares background documents and responses as necessary.

· Gains a general working knowledge of all departments within the organization in order to handle inquiries or redirect them to the appropriate department.

· Displays a high level of diplomacy, discretion and confidentiality, and ensures compliance with administrative policies and procedures.

· Drafts and/or prepares a full range of materials such as emails, memorandums, reports, presentations, correspondence and meeting materials 

· Manages busy and complex calendars of the senior manager, anticipating the need for and scheduling appointments. 

· Provides Executive support for a wide range of high level meetings including provision of supporting papers and other meeting materials. 

· Creates/distributes agendas, and records, transcribes and distributes minutes for a wide range of high level meetings. 

· Maintains electronic records of all correspondence, reports and related materials 

· Provide accurate and up-to-date information to senior management, as and when required 

· Perform other related duties as may be required job activities.


Saint Louis University
Baguio City, Philippines
Bachelor of Science in Commerce -Major in Marketing
1997-2001
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