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OBJECTIVES:

          To gain experience and augment my knowledge and skills in aim to be adequate in practice, and trained through experience in working atmosphere.
EDUCATIONAL ATTAINMENT: 
COLLEGE:   
 

Bachelor of Science in Sociology
                            

Polytechnic University of the Philippines
                            

 (Graduated last May 14, 2010)
 
SECONDARY:

The National Teachers College
                              


                             
 
2001-2005
 
PRIMARY:         
 
Padre Gomez Elementary School
                             


                             

1995-2001
PROFICIENCY AND ABILITY 


Computer Literate (Microsoft and Ms Application)

 Specialized are Microsoft Word, Microsoft Excel and PowerPoint.

WORK EXPERIENCE
Luzon Brokerage Corporation (LBC)  - Philippines

 Customer Relation Officer 

Courier Service / cargo and Shipping lines 

 February 5, 2015-
December 28,2015

Duties and Responsibilities


* Resolve customer complaints via phone, email, mail, or social media. Use telephones to reach out to 

customers and verify account information, Greet customers warmly and ascertain problem or reason for 

calling. Handle product recalls , Attempt to persuade customer to reconsider cancellation. Inform 


customer of deals and promotions. Sell products and services. Utilize computer technology to handle 

high call volumes. Work with customer service manager to ensure proper customer service is being 

delivered. Close out or open call records. Compile reports on overall customer satisfaction.

      
 TOYOTA NORTH EDSA - Philippines


      
 Financing Coordinator -Admin 
      
 July 31,2014-January 14,2015

Duties and Responsibilities

* To gather and collect all the financial data and information, to verify whether it has been 
accurately entered in the system, to monitor and retrieve the financial details whenever there is a 
need, etc. ,To review and post account payable ledger entries, 
manage and process invoices, to prepare 
and review account receivable, and other balance reconciliation. Arrange and sort the documents for 
processing.

AMBASSADOR L. CHUA ( VISTA APARTELLE ) -Philippines
FRONT DESK RECEPTIONIST



FEBRUARY 10,2014-July 21,2014


Duties and Responsibilities

* Receive, direct and relay telephone messages and fax messages  , Pick up and 
deliver the 
mail,  Open and date stamp all general correspondence, Maintain the general filing system and file all 
correspondence,  Assist in the planning and preparation of meetings, conferences and , Maintain an 
adequate inventory of office supplies, Respond to public inquiries.


 
 THE SHAW MOTOR PAZA CORPORATION-Phil


SUZUKI AND HYUNDAI ( CAR BRAND )   
    
CUSTOMER RELATION OFFICER / HR / LTO / ADMIN
          


from March 12,2011 – Nov 7, 2013

Duties and Responsibilities

* In charge with the customer handling and customer complaint from the client
*Attracts potential customers by answering product and service questions; suggesting information about other products and services.
*Maintains customer records by updating account information.
*In charge of registration for the new release unit.
*Interviewing of applicants for  all the position ,Screen them to fit with the position they are applying 
for. ,Giving Exam for the ,Applicant ,201 file preparation such as contract, manpower requisition 
form, and offering salary depending on the position.
*Purchasing of the Supplies such as office supplies, uniform, for the whole company.

Cardlinks Teleconn Insurance Ageny Inc.




HR STAFF  ( LOCAL OUTSOURCE OR LOCAL BPO )



June 2010 – March 2011


Duties and Responsibilities
*In charge of the 201 file update the memos and new evaluation.
*Creating the new policy with the approval of my supervisory.
*Interview the applicants and decide of which position they should belong to.
*Recruitment , seek for the applicants using the different process such as website or social 
network , upload it and contact for a schedule
*Schedule of the training, and prepare for the training module.

French Baker ( Bakerson Marketing ) 

February 12,2008-August 03,2008

SM MANILA - Cashier ( Part Time )

End of Contract - 5 months 22 days

