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Emai address: aprilsmyl@yahoo.com
Objective:


Seeking a job where I can utilize and apply my skills, experience and knowledge for the benefit of the organization. I hope to bring my sense of integrity and honesty to the professional environment of a company, leading to its development as well as my growth.

Professional Summary:

Service-oriented Customer Service Representative with a year and 6 months background working in a BPO company and 7 years of being an Admin Executive. Core competencies include Admin works and bookkeeping and excellent in communication and time management skills. Handles tasks accuracy and efficiency.

Skills: 

· Customer and Personal Service









· Speaking and Active Listening
· Clerical

· Good English Communication skills
· Economics and Accounting

· Mathematics

· Administration and Management

Eligibilities:
· Civil Service Professional and Sub Professional Passer
Experience:

Customer Service Representative
Teletech Customer Care Management Philippines Inc. – Dumaguete City, Philippines
December 16,2013 – September 15, 2015

· Confer with customers by telephone to provide information about the products and services, take or enter orders cancel accounts or obtain details of complaints

· Keep records of customer interactions or transactions, recording details of inquiries, complaints or comments as well as actions taken

· Refer unresolved customer grievances to designated departments for further investigation
· Resolve customer’s service or billing complaints by performing activities such as exchanging merchandise, refunding money or adjusting billing
· Provides comprehensive and quality customer care

· Meet quality, productivity and schedule adherence performance standards

· Apply technical knowledge and procedures when servicing customer queries

Admin Executive

ESCO Micro Pte. Ltd – Changi South, Singapore

April 20, 2012 – October 30, 2013

· Use computers for various applications such as database management and word processing

· Answers telephone and gives information to callers, take messages or transfer calls to appropriate individuals
· Complete forms in accordance with company procedures
· Open, read, route and distribute incoming mail or other materials and answer routine letters
· Receives training and performs duties in several departments such as Finance, Client Services, Sales, and Operations

· Learns line and staff functions, operations, management viewpoints and company policies and practices that affect each phase of business.

· Observes experienced workers to acquire knowledge of methods, procedures, and standards required for performance of departmental duties.

· Receive and store merchandise and keep the shelves on the sales floor filled with goods

· Issue receipts, refunds, credits, or change due to customers.

Financial Executive
Local Government Unit – Treasurer’s Office – San Carlos City, Negros Occidental Philippines

January 2008- March 8, 2012

· Operate computers programmed with accounting software to record, store and analyze information

· Check figures, postings and documents for correct entry, mathematical accuracy and proper codes

· Perform personal bookkeeping services

· Prepare bank deposits by compiling data from cashiers, verifying and balancing receipts and sending cash, checks or other forms of payment to banks

· Classify, record and summarize numerical and financial data to compile and keep financial records using journals and ledgers or computers

· Debit, credit and total accounts on computer spreadsheets and databases, using specialized accounting software and prepare trial balances of books
Branch Manager
Kamiseta Philippines

Ayala Center, Cebu Business Park, Cebu City, Philippines

August 2006 – December 2007

· Completes store operational requirements by scheduling and assigning employees; following up on work results.

· Maintains store staff by recruiting, selecting, orienting, and training employees.

· Maintains store staff job results by coaching, counseling, and disciplining employees; planning, monitoring, and appraising job results.

· Achieves financial objectives by preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.

· Identifies current and future customer requirements by establishing rapport with potential and actual customers and other persons in a position to understand service requirements.

· Ensures availability of merchandise and services by approving contracts; maintaining inventories.

· Formulates pricing policies by reviewing merchandising activities; determining additional needed sales promotion; authorizing clearance sales; studying trends.

· Markets merchandise by studying advertising, sales promotion, and display plans; analyzing operating and financial statements for profitability ratios.

· Secures merchandise by implementing security systems and measures.

· Protects employees and customers by providing a safe and clean store environment.

· Maintains the stability and reputation of the store by complying with legal requirements.

· Determines marketing strategy changes by reviewing operating and financial statements and departmental sales records.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Maintains operations by initiating, coordinating, and enforcing program, operational, and personnel policies and procedures.

· Contributes to team effort by accomplishing related results as needed.

Education:
Bachelor of Science in Commerce major in Banking and Finance
Central Negros College – San Carlos City Negros Occidental, Philippines
March 2006
Personal Particulars:

Age:


30

Date of Birth:

19 April 1985

Place of Birth:

San Carlos City, Negros Occidental, Philippines

Height:


5’3

Weight:


120 lbs

Citizenship:

Filipino

Religion:


Roman Catholic

Visa Status:

Tourist
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