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Professional Summary



To join an interactive organization that offers me a constructive workplace for communicating and interacting with customers and people.

Core Qualifications



· Self-motivated and a fast-learner.

· Effective communication skills in English and Filipino.

· Computer literate in Microsoft Office Programs (Word, Excel, Outlook, PowerPoint, and Publisher).

Experience



School  Registrar and Receptionist
May 2014- July 2015 

GREAT SHEPHERD ACADEMY

Sapang Biabas , Mabalacat City Philippines 

· Performs secretarial duties, independently answers routine correspondence, maintains Supervisor’s and administrator’s calendars, schedules appointments, receives, opens and routes mail and maintains accurate files and records. 
· Performs receptionist duties, answers phone, gives information to parents and the general public regarding school matters, takes and refers messages for the staff.
(     Operates standard office machines including computer operating systems and programs.
· Prepares registration materials and new student information packets for distribution to students entering throughout the school year. 
· Initiates, registers and processes incoming students. 
· Assists parents by answering questions and/or assisting in filling out forms. 
· Inputs data for a computerized record management storage and retrieval system
· Provides clerical support to other school office operations.
· Provides support services for students, parents, staff and community.
· Maintains attendance and Registration. 
· Takes student photos and prepares student ID cards.
· Coordinates school Library.
·  Maintains student records including transcript of record, health and immunization while keeping faculty abreast of developments. 
· Coordinates school events and activities, school calendar, class and staff schedules. 
· Performs other duties as assigned.
Sales and Customer Service Representative / Supervisor



Oct 2010 to April 2014
Cyber City Teleservices – Clark Freeport Zone, Pampanga

Duties and Responsibilities:



· Handles customer-related issues and provides roper solutions.

· Assist with placement of orders, refund or exchanges.

· Advice on company information.

· Take payment information and other pertinent information such as addresses, phone numbers and payment details with utmost integrity.

· Suggest solutions when a product malfunctions.

· Inform customers of deals and promotions.

Senior Agent (Process Analyst)







Jan 2007 to Jul 2010
Iqor Philippines– Clark Freeport Zone, Pampanga

Duties and Responsibilities:



· Work assigned accounts monthly to ensure debt is collected in a timely manner.

· Work one on one with Sales Account Manager and/or customer to reach satisfactory payment resolution.

· Work with credit group and other functional areas to resolve complex customer issues, credit evaluation issues, suspend errors and other customer concerns.

· Create extensive payment histories to prove debt owed in order to collect monies owed and reduce aging. 

· Ability to proficiently work in Excel to create spreadsheets to work on monthly aging reports.

· Email programming and provisioning to take down circuits to non-pay or to restore due to payment.

· Complete daily follow-ups for business accounts (i.e. suspends, collection reviews, manual cancels and manual write offs).

Education



Associate of Science, Computer Secretarial 




2006
Asian Institute of Computer Studies-Mabalacat City, Pampanga
Tertiary Computer Secretarial Asian Institute of Computer Studies Dau, Mabalacat, Pampanga

April 2007

Accomplishments



· Dean's Lister, Asian Institute of Computer Studies (2004- 2006)

· Most Proficient BIM Student

Skills



Collection, Collection Representative, Customer Service, Customer Service Representative, Receptionist, Retail Sales, Excel, Microsoft Office, Ms Office, Outlook, Powerpoint, Publisher, Word, Secretarial

Birth Date :

April 30, 1987

Birth Place :

Mabalacat City Philippines

Civil Status :

Single 

Height:


 5’0”

Weight: 

120 lbs.

Religion :

 Roman Catholic

Language :

English, Filipino 

Computer Literate:
 (MS Word, Excel and PowerPoint)

I hereby certify that the above-mentioned statements are true and correct with the best of my knowledge, skills, and belief. 
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