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Objective:
 
To be involved in a business that fosters professionalism and develops the well being of individuals through empowerment, and to be in a position that utilizes skills and knowledge learned in the area of mass communication for the attainment of personal and organizational goals.
 
 
Educational Attainment:
 
Bachelor of Arts Major in Mass Communication
Philippines
Graduated: October 2005
 
Secondary Education
Saint Rita College –
Graduated: March 2001
 
 
Job Experience (Philippines):
CLIENT LOGIC (now called Sitel)
Philippines
May 22, 2006 – May 22, 2007
Primary Responsibilities: International (United States) Inbound account that handle calls for general inquiries, Radio Activations, Billing Inquiries/Disputes, Troubleshooting and upselling. Answer phones to respond to orders, general customer inquiries, invoice questions, and customer complaints. Project a professional company image through phone interaction.
 
SYKES ASIA
Account: Expedia

Customer Care Representative
Philippines
March 3, 2008 - August 18, 2009
Primary Responsibilities: Online Travel Inbound Account that caters for hotel and flight reservations around the world. Handle Calls for general inquiries, Billing Issues/Inquiries, Cancellation of hotel/flight reservation. Also, handle concerns for bad experience during or after the customer stay at the hotel. That includes calling out the hotel directly to fix the problem or make internal arrangements.

Job Experience (UAE):
AJMAN INVESTMENT & MARKETING SERVICES (AIMS GROUP)
Administration Officer
New Industrial Area
Ajman, United Arab Emirates
May 8, 2011 – January 15, 2013
Primary Responsibilities: Assigned in Environment Section in which I handle data and voucher collection. I prepare monthly and yearly billing for Waste Collection Services. Communicate and coordinate with Accounts and Finance Department. I also prepare report to our immediate Manager to be submitted to the Municipality of Ajman. I also do clerical support for Archive and Sales Team. Other Duties as assigned.
Key Competencies:
· interpersonal skills
· 100% Good CSAT (Customer Satisfaction Survey)

· Hit AHT (Average Handling Time) Goal

· Computer Skills (MS Office)
· communication skills - verbal and written (English and Filipino)
· listening skills

· problem analysis and problem-solving

· attention to detail and accuracy

· data collection and ordering

· customer service oriented

· Willing to undergo Intensive Training 

· Highly Analytical, Organized & Detail Oriented 

· adaptability

· initiative

· stress tolerance

Personal Data:
Birthdate:                                 June 4, 1984
Civil Status:                             Married 
  
