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To advance and excel in innovative Technology, Telecommunications which includes Customer Service, Marketing, Sales and Distribution, Administration, Database Management and its applications. Interact and share ideas with team members and colleagues. Furthermore, to be able to acquire knowledge that would eventually result in the company’s growth as well as to achieve personal growth. 


LENOVO

Position: Promoter (IT Department)

DOJ: July 2013 up to December 2013

· Assists customers in selecting, purchasing and explaining the different specifications of laptop most specially for LENOVO, tablets and other IT related products while demonstrating excellence in customer service at all times.
· Upselling and cross selling products and extended warranties.
· Treating all goods, regardless of value, with care and present to the customer with highest level of respect.

· Completes customer transactions in a professional, timely manner.

· Inform customer necessary information they need to know. 

· Maintaining a smart and well-groomed appearance when in uniform to convey a professional image of self-confidence and competence.

· Set the stage by applying Apprentice: Respond to customer queries and complaints in a polite and courteous manner
· Identify customer’s temperaments and flex to their style.

· Provide helpful, friendly assistance in a sincere manner.

· Demonstrate product features and special product information.

· Assist the Management team in the coordination and execution of all team merchandising activities, including presentation quantities, promotional activities and merchandise stock flow.  

Innovations Group

U.A.E.
Position: Passport Controller/ Customer Service
DOJ: April 8, 2012 up to June 2013
· Releases and process passports to staffs as per requested either walk-in or via email with the approval of their corresponding Line Managers

·  Verifies passport releases from clients via phone or email

· Safe keeping of all passports of staff

· Monitoring of cancelled visas and coordinate with the staff regarding on the exit and entry of the country

· Coordinates with the messengers /drivers for the delivery of cancelled visas and passports to the staff  for exit  and entry of the country

· Data processing for daily in and out of passport

· Filling of Labour Cards as a deposit for the staffs passports to be released

· Monitoring of passports for renewal

· Attend to some basic inquiries of candidates via walk-in and  phone

Department of Social Welfare and Development – Cordillera Administrative Region(DSWD-CAR)
Position : Project Development Officer II - Beneficiary Database Management

October 1, 2011 up to February 15, 2012

· Oversees and monitors update reports submission by province.

· Analyse trends in update reports recommend strategies and actions to address issues on update operations.

· Provides technical assistance to the update issues at the provincial operations office level.

· Reviews guidelines on updates for annual revision and improvement.

· Monitoring of encoding of updates in the system.
· Conducts random accuracy check on the database and data entry application.

· Prepares proposal for hiring of Data Encoders.

· Prepares shifting schedules for Data Encoders.

· Supervise and provides technical assistance to Data Encoders for data entry.

· Prepares payroll summary for Data Encoders.

Department of Social Welfare and Development – Cordillera Administrative Region (DSWD-CAR)

Position : Administrative Assistant I (HRMU, Management Services Division, Accounting Unit)

May 18, 2010 up to September 30, 2011

· Monitor submission of financial reports due to Commission On Audit and Central Office (monthly, quarterly and annually)

· Encode monitoring tools of HRMU

· Facilitates I.T. exams for new applicants

· Update Personnel Database (List of Contractual staff)

· Post job vacancies in DSWD-CAR job portal.

· Print applications/resume from DSWD-CAR job portal.

· Encode routine communications and other documents.

· Reproduces needed materials.

· Provides Technical Assistance to I.T. related problems under Management Services Division

· Prepares Audio Visual Presentation
GLOBE Telecommunications
(Under Business Staffing Management Inc.)

Position : Project Coordinator 

February  2009 up to February  2010
· Recruits Trade Channel to sell and promote GLOBE Broadband

· Monitors daily applications from accredited Trade Channels

· Coordinate with the Outbound Technical team

Creative Technology Ltd.

31 International Business Park Creative Resource, 609921

Position : Customer Care Advisor in Worldwide Customer Response Department 

December  2007 up to December  2008

· Troubleshooting and Technical Support for PDE (Personal Digital Entertainment), Sound Blasters and Creative Speaker Systems through emails and calls.

· Taking emails and calls from Europe Accounts regarding on the existing and new products.

· Assist customers in installing softwares and maintenance for PDE via phone and email.

· Assist customers on the status of repair and online shipping of the product. 

· Coordinate with the Returns Management Department and Repair Department and make a follow up on the status of a repair or shipment of the product.

· Advice and recommend on what product is suited for the customer

· Coordinate with the dealers regarding on the status of repair for the defective products

· Inbound Selling/ Telemarketing
SMART Communications, Inc.

Philippines

1. Position: Acting Area Coordinator

April 12, 2007 up to June 28, 2007
2. Position: Consumer Sales Officer

 June 1, 2004 to April 11, 2007
3. Position: Sales Administrator Assistant
December 2002 up to May 2004

· In-charge of placing orders for Major Dealers and Sub Dealers
· In-charge in recruiting aspiring agents to sell and market the existing products
· Monitors sales of Major Dealers and Sub Dealers
· Promotes different products to agents and dealers
· Outbound Selling
· Responsible in promoting the company’s products, which include cellular phones, sim packs and services like the Broadband Internet connection

· Generate Sales from walk-in Clients/ answers inquiries accurately/ Telemarketing
· Inventory Management
· Assist during branch Sales/blitzes/event and process
· In-charge of pre-paid and post-paid application
· Interface with retailers and dealers in the Business Center

· Customer Retention for Corporate Accounts and Individual Accounts
· In-charge in encoding and processing of post-paid applications for Sales Department

· Support and assist Counter Sales Officer in sales transactions

· Interface with retailers, dealers 

· Assist Counter Sales Officer in balancing of stocks

Laundromat

828 Lafayette AveU.S.A.

February 2002 up to August 2002

· Cashier

· Customer Service

· Inventory and balancing of detergent stocks

Internet Multi Explorer Community (IMEC)

Philippines

Position: Network Administrator

May 2001 up to January 2002

· Administration of Software and Hardware

· Maintaining the network environment of the Internet Cafe. Hardware and Software installation. 

· Hardware troubleshooting and frequent check-up of computers.

· Data Entry Clerk

On-the-job-training

Baguio City Police Office (General Services Section) Philippines

December 16, 2000 up to March 10, 2001

· Hardware troubleshooting

· Hardware installation

· Software installation

· Maintenance of BCPO Inventory System

· Maintenance of computers

TRAININGS ATTENDED:

SMART Business Manager Academy

(Consumer Distributor Module 1)

November 9-10, 2006

Philippines

Department of Social Welfare and Development

Training –Workshop on Beneficiary Data Management

November 7 to 12, 2011

Philippines


· Proficient in different areas of computer applications

· Proven experience in information and communication management.

· Proven experience of producing correspondence and documents.

· Ability to multi task.

· Technically knowledgeable, yet highly self-motivated to learn more concepts.

· Hardworking and a good listener.

· Customer service oriented.

· Detail oriented and highly organized.

· Excellent communication and writing skills. 

· Telemarketing

· Sales and Distribution/ Retail and Wholesale

· Database Management for Cash Transfer Program.


Bachelor’s Degree
May 2001              Bachelor of Science in Computer Science

· Saint Louis University
                                 Philippines


Date of Birth      
:
April 18, 1979

Marital Status     
:
Married

English
: 
Excellent

Filipino
:
Excellent
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