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OBJECTIVE

To be employed in a reputed organization which provides a steady career growth along with job satisfaction, self-development and will contribute in the success of the organization.

summary of qualifications

· Proficient in Microsoft Excel, Microsoft Word, Microsoft PowerPoint,  and Internet

· Proficient in typing (40 wpm) and excellent in English (spoken and written)

· Listens to the customer’s complaints and deal with it while maintaining courteousness

· Ability to manage multiple and varied duties with a high degree of accuracy and attention to work deadlines and time frames and with good eyes for details

· Possess optimistic attitude, willing to take risks and continually seeks improvements

· Attentive, adaptable, multi-tasker, independent, dedicated, responsible, dependable, patient

work experience
	JUNE 2014 – FEBRUARY 2016
	CUSTOMER SERVICE ASSOCIATE / RECEPTIONIST
AAI WORLDWIDE LOGISTICS - Manila, Philippines
Customer Service Associate – Export Air
· Responsible in handling of customer requirements on Air export transaction.

· Manages bookings with airline and arranges delivery of shipments.
· Comply with the procedures in Sales Servicing to complete, on time and accurate shipment details in PDF.

· Close monitoring and providing of timely update to client on the status of shipment.
· Timely and proper coordination with concerned parties on special or changes in shipping instructions.

· Respond to client’s queries both internal and external.
· Follows customer service procedures as outlined in the manual to comply with the ISO procedures and safe working practices 
· Maintains a thorough knowledge of all departments so that customers are provided accurate information.

· Ensures all requests are actioned in accordance with the services that we comply with service levels given to customers.
· Works effectively both individually and as part of a team to achieve both individual and department goals and objectives and strive consistently to promote a positive team spirit.
· Provides customer service, including anticipating customer needs. 


	
	Receptionist

· Handling of all trunk line calls.
· Accommodates all visitors, determine the nature of business, immediately notify the staff/department concerned on the presence and purpose of the visitor  and direct to suitable employee.
· Receives important documents, invoices and referred it to the concerned person.
· Answers and makes telephone calls. Takes down and passes messages as directed. Assists with questions and problems courteously and promptly. Obtains and conveys information as needed.
· Receive, sort, and route mail.
· Monitor debit notes of Export and Import transactions of Customer Service
· Order, receive, and maintain office supplies.
· Maintains filing system for easy retrieval, protects operations by keeping information confidential.
· Prepare reports every month regarding Health, Safety and Admin Updates and Leave Credit Balance of Customer Service on Departmental Meeting.
· Keep track the attendance and leave of Customer Service.
· Sending a Birthday Greetings for all employees in email.

· Tidy and maintain the reception area.


	
	


trainings/WORKSHOPs:
	FEB 03, 2016

APRIL 29, 2015

DEC 03, 2014
NOV 24, 2014

JULY 30, 2014

JUNE 26, 2014
MARCH 19, 2014

NOV 2013-JAN 2014
JUNE 2013-OCT 2013
SEPT 19, 2013
SEPT 18, 2013
SEPT 27, 2012
AUG 16, 2012

AUG 01, 2012

AUG 10, 2011


	ISO 9001: 2015 and OHSAS 18001 Orientation

Family Planning Seminar
Proper Use of Fire Extinguishers Training
TB DOTS, HEBA-B, and HIV/AIDS Awareness Seminar
Quality, Environment, Safety and Health Orientation
Safety and Security Manual and Procedures Orientation
Pre-Employment, Career Orientation and Labor Education Seminar

On-The-Job Training
Berlitz English Course on Customer Service Relations
Seminar on HR Excellence in Global Perspective and Developing Leaders in the Organization
People Management as a Competitive Advantage in Global Perspective Seminar
Junior People Management Association of the Philippines Seminar
Time Management Seminar

Stress Management Seminar- Workshop
5S Housekeeping and Red Cross Youth Council


EDUCATION

	tertiary

secondar
primary
	Bachelor of Science in Business Administration

Major in Human Resource Development Management, 2010 - 2014
Baliuag University, Philippines

Baliuag, Bulacan Philippines
St. Joseph School of Candaba, 2006-2010

Tenejero, Candaba Pampanga, Philippines
San Roque Elementary School, 2000 - 2006
San Roque, San Luis Pampanga, Philippines


PERSONAL DATA
Date of Birth:                          September 18, 1993

Age/Sex:                                  22yrs.old / Female

Height                                      5’ 2”


Civil Status:                             Single

Religion:                                  Catholic

Citizenship:                             Filipino

Languages:

  English and Filipino
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