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Objective:
Seeking to develop a successful career in a progressive organization that offers professional environment where I can contribute with my education, experience and training, and grow within the organization.
Work Experience:
AL Badyea Labour Supply Services, Dubai UAE
Executive Secretary/Personal Assistant of the CEO
October 2014-November 2015
· Devising and maintaining office systems, including data management and filing. 
· Arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations. 
· Screening phone calls, enquiries and requests, and handling them when appropriate. 
· Meeting and greeting visitors at all levels of seniority. 
· Organising and maintaining diaries and making appointments. 
· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager. 
· Carrying out background research and presenting findings. 
· Organising and attending meetings and ensuring the manager is well prepared for meetings. 
· Liaising with clients, suppliers and other staff. 
· Sort and distribute incoming mail to areas and staff within the organisation and dispatch outgoing mail. 
· Write business letters, reports or office memos using word processing programmes 
· Operate a range of office machines such as photocopiers, computers and faxes 
· File papers and documents. 
· Provide office support services in order to ensure efficiency and effectiveness within the Office 
· Main Activities; Receive, direct and relay telephone messages and fax messages. 
· Pick up and deliver the mail. 
· Open and date stamp all general correspondence 
· Assist in the planning and preparation of meetings, conferences and conference telephone calls. 
	
	inventory


of office supplies.
· Provide word-processing and secretarial support 
· Main Activities, Develop and maintain a current and accurate filing system 
· Coordinate the repair and maintenance of office equipment 
· Re-direct calls as appropriate and take adequate messages when required 
· Support the Executive Director and other staff 
· Main Activities ; Assist the Executive Director and other staff as requested 
WNS Global Services Philippines
Quality Analyst Officer
November 2012- December 2014
· Quality Department Officer for Hotel Reservation industry for World Choice Travel powered by Orbitz. 
· Monitor phone calls to ensure representatives are following the organization's protocols. 
· We do the study voice quality, product knowledge and provide training scripts for the agents 
· We evaluate each representative's performance and provide feedback for the agent's improvement 
· Identify and suggest changes to predetermined quality guidelines and policies. 
· Must have excellent verbal and written communication skills as well as strong analytical, presentation and reporting skills. 
· Able to perform work effectively in a fast‐paced environment and handle multiple tasks and demands simultaneously. 
· Exercises a wide degree of creativity and latitude. 
· Must be able to work independently in a time critical environment and as part of a team on special and ongoing projects. 
· Must be flexible to quickly adapt to changing business needs and processes. 
· Ability to understand regression process concepts. 
· Knowledge of automation tools (QTP, VB script) a plus. 
Citibank Philippines
Tele Sales Officer
July 2011- January 2012
· Contact customers directly by telephone to make sales or support field sales representative by setting appointments or qualifying prospects 
· Contact prospects who have responded to an advertising or direct marketing campaign. 
· Responsible for administrative tasks such as preparing sales report, scheduling appointments and researching prices and products of a competitor. 
· Advises present or prospective customers by answering incoming calls on a rotating basis; operating telephone equipment, automatic dialling systems, and other telecommunications technologies. 
· Influences customers to buy or retain product or service by following a prepared script to give product reference information. 
· Documents transactions by completing forms and record logs. 
· Maintains database by entering, verifying, and backing up data. 
· Keeps equipment operational by following manufacturer's instructions and established procedures; notifying team leader of needed repairs. 
· Maintains operations by following policies and procedures; reporting needed changes. 
· Maintains quality service by following organization standards. 
· Maintains technical knowledge by attending educational workshops; reviewing publications. 
· Contributes to team effort by accomplishing related results as needed. 
NCO Group Manila Philippines
Quality Analyst Officer
October 2009- January 2011
· Responsible to review of inbound or outbound telephone and e-mail inquiries of call center phone representative to ensure accurate information is provided professionally, courteously and consistently. 
· Do audits for phone conversations for compliance with corporate policies, procedures, and applicable regulatory guidelines. 
· Reports to the Sr. Director of Member Services. 
· Coordinates with department Team Leaders and Managers to ensure appropriate number of audits is performed for each phone representative and to ensure representatives' availability during audit periods. 
· Provides coaching, advice and guidance based on audit findings, and delivers performance feedback to associates as outlined in business unit's policies and procedures. 
· Participates in meetings and presentations or other designated special projects as assigned by department management. 
ICT Marketing Services Inc., Philippines
Administrative Assistant
September 2007- April 2009
· We provide using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spread sheets and databases. 
· Organizing and storing paperwork, documents and computer-based information 
· Recruiting, training and supervising junior staff and delegating work as required 
· Processing, audio and copy typing, letter writing, email inquiries, creating and maintaining filing systems. 
Education:
2003-2007
St. Joseph's College
Bachelor of Science in Mass Communication
1999-2003
San Lorenzo Ruiz De Manila School
Secondary
1992-1999
Miriam College
Elementary
Skills:
· Computer skills 
· Team Player 
· Leadership Skills 
· Willingness to work hard and even under pressure 
· Able to work methodically, accurately and neatly 
· Good oral and written communication skills 
