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Qualifications:

· Total 5 years of experience in customer service industry
· Competent at managing responsibilities in a high-volume atmosphere

· Skilled at interacting with customers of all socioeconomic backgrounds

· Hard worker, quick learner, and ability to assume responsibility

Professional Work History:

Organization: Freelancer Outsource Philippines Incorporated
Duration: May 2015 to December 2015
Designation: Website Content Curator
· Moderate profiles
· Assess products and services offered in our website
· Make effective recommendations to assist users in earning using the website
· Help users in approving their service and showcase postings.
· Respond to variety of concerns related to profiles, services, showcases etc. via ticket
· Research and review user created content

Organization: Freelancer Outsource Philippines Incorporated
Duration: June 2011 to May 2015
Designation: International Project Management Specialist
· Develop an understanding of the website structure, function and composition

· Drives language quality requirements across all components and features; reports on language quality status

· Address day-to-day concerns of the international team

· Assist the managing of new international product initiatives

· Manage the multilingual aspect of the international expansion

· Perform in-depth QA of the multilingual aspect of Freelancer.com

· Liaise with multilingual staff members, support agents and external translators

· Assist the Products Manager to develop product strategy and goals across the world

· Assist the International Director to drive the expansion of Freelancer.com across the world

· Assist in identifying and managing project risks

· Coordinate and facilitate cross departmental project teams

· Analyze business processes, and recommend solutions to improve or support those processes

· Reviewing of customer tickets specific to any given feature on our site, analyzing trends and suggesting improvements to better each feature

· Testing functionality of new and current features on site

· Assisting with writing copy for emails, notifications and error messages

· Creating spreadsheets to analyze and calculate data

· Competitor analysis
Organization: Freelancer Outsource Philippines Incorporated
Duration: November 2010 to June 2011
Designation: Customer Service Representative (Email / Chat Support)
· Provide first class service to all customers

· Successfully resolve customer e-mail and chat inquiries through the use of multiple user support tools

· Assisting customers with inquiries while providing consultative support and recommendations

· Effectively articulate complex information to a variety of technical and non-technical users

· Identify and evaluate opportunities to increase customer retention and satisfaction

· Keep customer support queues low and maintain a steady support pace

· Troubleshoot and drive customer support requests to a satisfactory resolution

Organization: Teleperformance Inc
Duration: June 2010 to November 2010
Designation: Technical Support Agent
· Provide customer support and technical issue resolution via phone

· Configuration of client's equipment to connect to the Internet via modem

· Configure software to connect to Internet application servers

· Educate clients in the use of system and applications as related to Internet

· Obtain general understanding of OS and application operations related to company offered services

· Identify and correct or advise, on operational issues in client computer systems

· Perform creation of new accounts using company provide software tools

Organization: Sutherland Global Services
Duration: September 2006 to June 2009
Designation: Customer Care Representative (eBay UK)

· Gives excellent customer service through email by making sure that the right information has been given to the customer

· Responsible to investigate fraud related incidents in an online shopping account and perform whatever action is necessary

· Has been assigned most of the time as a Point of Contact in our team who is responsible to provide floor support for the other agents for proper handling of a certain case

· Likewise, responsible to track the emails that are coming in the queue to determine that these are being answered before it expires to maintain high service level
Organization: Escano and Partners Law Offices
Duration: January 2006 to June 2006
Designation: Intellectual Property Paralegal

· Helps clients in filing for the trademark and copyright applications of their products and at the same time, inform them the updates of the applications under the supervision of the Senior Attorney
Educational Summary:

Achieved Bachelor of Arts Degree in Mass Communications
Adamson University, Philippines in the year 2005
PERSONAL INFORMATION
Date of Birth:
28th of December 1982
Nationality:

Filipino

Civil Status:
Single
