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Ma. Avigail F. Calderon                                               

13 Orange Villa 44B Street Hor al anz Dubai, UAE

+971559382133

macf_727@yahoo.com

Collections & Recovery Officer

AlWasl International Group

 Dubai, UAE

January 2015 up to present

Duties and Responsibilities;

●  Recovering money from people who have taken out Credit Card, Auto Loans,

     personal Loans, Over Draft.

●  Working with Credit Controllers to contact debtors to pursue payment.

●  Making outbound collection calls to debtors.

●  Reducing the outstanding debt owed to a company.

●  Responding to telephone inquiries using standard scripts and procedures.

●  Working with debtors to work out payments.

●  Following up clients on previous payment arrangements.

●  Locating and establishing contact with debtors.

●  Maintaining accurate, up-to-date customer account information.

●  Daily banking and processing received cheques and cash.

●  Reviewing the arrears of clients.

●  Negotiating settlements with clients.

●  Taking ownership of debt collection cases.

●  Maintaining appropriate and comprehensive records of all customer discussions.

Collection Associate 3  Mid Range 

            Collection Operations Risk Management

Metrobank Card Corporation

6778 Ayala Avenue, Makati City, Philippines

(March 2006 up to January 2015)

Duties and Responsibilities;

●  Perform collection activities for midrange (30-59 days past due)

           ●  Handling and Processing of  documentation  in coordination to various payment options

           ●   Responsible for assisting the collection officer on monitoring the performance of external collection

                 agencies assigned in Mid Range unit through proper coordination, planning and organizing in order to meet

                 the set targets.

●  Coordinates with bank branches regarding client’s depository hold out in payment with credit card balance.
●  Checking reports of delivery tracking service of statement accounts.

●  Inform clients of other credit card facilities like balance transfer, balance conversion, cash2go, etc.
●  Give promotional Discounts to card holders to pay their minimum amount due before cut off date.
●  knowledgeable of Card issuing operations, Collection policies and procedures and collections systems.
●  Managed decision  making for Customer Service Assistance.
●  Making accurate file notes and updating database.
●  Achieved the targets and productivity standards collectively in compliance with policies and 

    Procedures.

Telesales Unit Manager 

Mic-lo Reyes Call Center ( Service Provider of Standard Charted Bank )

February 2001 – January 2005

16 Floor Strata 100 Building, Emerald Ave, Ortigas Center, Pasig City, Philippines
Duties and Responsibilities:

●  Organize and lead a team of sales representatives

●  Setting sales target for individual according to company guidelines

●  Developing sales strategies and setting targets

●  Managed team's performance and targets

●  Dealing with some major customer accounts

●  Recruiting and training sales staff

Cashier

Super Value Plus, Inc ( Sm Supermarket )

August 2001 - January 2002

Marikina City

Job Responsibilities: 

· Responsible for maintaining outstanding customer service as per Company standards

· Operating the register and accurately calculating prices are important to ensure that a 

        supermarket's earnings are accurate.

· Records daily transaction amounts from cash register to balance cash drawer.

· Training and the ability to perform routine tasks over an extended period of time.

Skills:

Average knowledge in Microsoft excel, word PowerPoint.

Operating Machines:

CardPac, PAMS-payment arrangement monitoring system, payment arrangement computation,

CIMS-customer interaction management system, POS, T7-terminal 7 swiping machine for credit card 

approvals, fax, xerox etc. 
ACADEMIC CREDENTIALS

Tertiary              Bachelor of Arts Major in Mass Communication

                           Dominican College

                           San Juan, Metro Manila

                           Philippines

Secondary
Sienna College

Taytay Rizal

Philippines

