     Curriculum Vitae
Of

WORK EXPERIENCES
IDEATESYSTEMS
Project Site Manager/ L1 Client Support
Australia
July 2014 – June 2015
      
 Duties and Responsibilities:

· Provide client support and technical issue resolution via E-Mail, phone and other electronic medium.
· Maintain clients websites.
· Responds to client’s incoming inquiries (Skype) and provide a resolution and results while maintaining a courteous manner.

· Provide clients monthly reports using Project Management System.
Teletech Customer Care Management Inc.

Universal Resolution Specialists / Technical Support Representative / Web Chat Technical Support

Philippines
June 2011 – July 2014
    
Duties and Responsibilities:

· Responds to customer incoming inquiries and provide a concrete resolution while maintaining a courteous manner. 
· Call back customer from a disconnected chat session making sure customer inquiries are addressed. (Outbound Calls)
· Handled and resolve technical issues, billing disputes, processing payments, processing orders and up sell products and services.
· Advanced issues are reported through ticketing system.
· Document all customer issue related information in the proper database.
· Assigned POC (person on charge) by Team Leader, making sure that all team members assists customers properly by following procedures and meets their goals.
· (Web chat) responds to 3 customers at the same time with different issues.
Clark Aviation (Alpha Aviation Group) (On the Job Training)

Technical Support Assistant 

Philippines
June 2010 – December 2010

    
Duties and Responsibilities:

· Provide client support and technical issue resolution via E-Mail, phone and other electronic medium. 
· Able to work independently and efficiently to meet deadlines.
· Able to promptly answer support related email, phone calls and other electronic communications.
· Self motivated, detail-oriented and organized.
· Proficient in Internet related applications such as E-Mail clients, FTP clients and Web Browsers.
· Excellent communication (oral and written), interpersonal, organizational, and presentation skills.
·  Multimedia (Company In-house)

• Logo design
• Advertisements
• Poster design
• Brochures
• Motion video graphics 
• Market research 
SKILLS
Advanced

Client and Customer Service, L1 Technical Support Assistance, Operating System Installations, 
Hardware and Software troubleshooting and repair, Networking
Remote Desktop Assistance, Adobe Photoshop, Microsoft Office
Intermediate



Magento-Content Management System, HTML, CSS
EDUCATIONAL BACKGROUND

Tertiary:                                                Holy Angel University
                                                               Pampanga
                                                               S.Y 2006-2010
                                                               Bachelor of Science in Information Technology 

Secondary:                                             Francisco G. Nepomuceno High School
                                                               Pampanga

                                                                S.Y 2001-2005      
PERSONAL DETAILS
Date of Birth

:
July 27, 1988

Age


:
27 years old

Civil Status

:
Married

Citizenship

:
Filipino
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