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Catherine
Objective

To be part of an efficient work force and serve a multinational company which offer me absolute exposure challenged and bright career.
Skills
· Proficiency in Microsoft Office. 

· Ability to work under pressure and multitask.

· Ability to organize and prioritize tasks effectively. 

· Ability to work independently.

· Friendly outgoing personality.

· Great interpersonal skills. 

· Keen eyes for details. 

· Sensitive to the need of others. 

· Fantastic problem solving skills. 

· Resourcefulness and great communication skills. 

Willingness to work through long hours.

Experience

Document ControllerAssistant/Admin Customer Service
PROPERTIES ABU DHABI
Oct. 2013 – Feb. 2016
Duties: scan, image, organize and maintain documents, adhering to the company's document life cycle procedures, and archive inactive records in accordance with the records retention schedule, control the retrieval of documents.



Call center Operator cum Customer Service 
SUBWAY FOODWAY HEAD OFFICE
Feb.2008- Aug.2013

Duties: Take orders for deliveries, Track and follow-up all customer requests in a timely manner Maintain broad knowledge of all company products, services and promotions. Identify and implement new process plan to improve customer support service, Manage large volume of customer calls in friendly and courtesy manner. Greet and address customers in a friendly and respectful way, Do daily sales report after shifts Return customer calls in a timely manner to ensure customer satisfaction.
Call center Agent/Customer Service 
Teletech Customer Service Management Philippines

June. 2006- June.2007
Duties: Provide outstanding and exceptional customer service. Maintain broad knowledge of all company products, services and promotions, Manage large volume of customer calls in friendly and courtesy manner. Greet and address customers in a friendly and respectful way, Do daily sales report after shifts, Return customer calls in a timely manner to ensure customer satisfaction.

Account executive/Sales Representative
PC Planet Computer Corporation Philippines
March.2005- 2006

Duties: Maintain and develop good relationship with customers through personal contact or meetings or via telephone etc., Must act as a bridge between the company and its current market and future markets. Display, efficiency in gathering market and customer info to enable negotiations regarding variations in prices, delivery and customer specifications to their managers, Help management in forthcoming products and discuss on special promotions. Review their own performance and aim at exceeding their targets

Front liner /Cashier /Crew / Barista / 
Cajun Flamed grilled Burger Restaurant Philippines           
April. 2003-Feb.2005

Duties: taking orders, preparing food, serving the customers, and cleaning up. The jobs can vary from day to day but for the most part stick with those basic things. Ensure that the customers are satisfied in your service and cashiering

Education

AMA COMPUTER COLLEGE    


BUSINESS MANAGEMENT     
1997 - 2001  
CENTRAL INSTITUTE OF TECHNOLOGY

HIGHSCHOOL           
1993- 1997
D. Tuazon Elementary School

ELEMENTARY
1987 - 1993
Personal
Height: 5’3

 Birthday: Oct. 14
References: Available Upon Request 

Visa Status: Visit Visa
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