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PROFILE INFORMATION:
· Nationality: Filipino
· Birthday: January 14, 1988

· Age: 28
· Profession: Registered Nurse (RN)

OVERVIEW OF KEY QUALIFICATIONS:

· Passed November 2009 licensure examination for Nurses (NLE)

· Excellent scholastic records, prominent leadership feats, and several significant distinctions

· Fluent in English both written and verbal

· Related trainings completed

JOBS AND RELEVANT PROFESSIONAL EXPERIENCES:

CUSTOMER SERVICE/SALES (WELLS FARGO ENTERPRISE GLOBAL SERVICES)

August 5, 2013 – March 9, 2016
Mckinley Hill, Taguig City Philippines

General Description:

· Handles inquiries and concerns in order to eliminate the need for clients to travel to the bank in person
· Manages customers bank accounts and records regarding customer deposits, withdrawals, transactions to provide ease of doing business
· Utilizes bank computer software applications such as hogan, in problem solving and evaluating customers’ eligibility and financial need for loans and grants and mortgages
· Utilizes and optimizes banks’ resources to be familiar with the policies and services of the bank in order to answer questions and offer these options as solutions
· Maintain and manage well-developed professional knowledge of entire products and services line offered
· Head responsibility to update and request support for further development requirements

· Coordinates with superiors thru guided bank process and set guidelines to eliminate fraud and promote customers’ privacy and bank secrecy

· Ensure to demonstrate all sound judgment for decision making complying with set of guidelines and methods

· Ensure phone banking activities inclusive but not restricted to direct mail, telemarketing, cross-selling of bank services and products

· Support bank-broad training efforts to improve staff knowledge as well as continuously enhance banks processes and referral results and cross-selling
· Assist customer satisfaction and retention through successfully researching and resolve customer issues and inquiries

· Participate actively in entire product marketing campaigns, referral programs, and sales development activities

· Perform for sure all duties along with responsibilities complying with set procedures and regulations

· Attain minimum sales performance standards by active involvement in entire product marketing campaign, referral programs and sales development activities.

MANAGEMENT TRAINEE (OLD TOWN WHITE COFFEE)

April 9, 2013 – June 2013
· Coordinates with the manager and supervisors to direct the work of the organization

· Helps in setting policies

· Works with managers and supervisors in evaluating work output

· Works with the management in determining perspective when it comes o purchasing, customer service, sales and merchandising

· Participates in Managing the restaurant in servicing customers, taking orders, cashiering, food preparation

· Assists in generating reports to analyze sales, profits and inventory activity

· Participates and provides suggestion in resolving issues and concerns easing the process of delivering services
CUSTOMER SERVICE – TECHNICAL SERVICE REPRESENTATIVE (ATT U-Verse)

June 27, 2011 - February 28, 2013

Convergys Glorietta 5, Makati City, Philippines

General Job Description:

· Respond efficiently and professionally to customer service issue request

· Assist customer care agents and installation technicians in a professional manner via inbound and outbound calls as wells as email communications and company software applications.

· Assist frontline associates by answering questions and providing directions on additional steps as needed

· Coordinate with third party providers to process port requests and updates customer information

· Resolve customer inquiries with one call resolution or one-call follow-up

· Gather information, evaluate options and offer the best solution

· Use internal databases to track client status and monitor property issues

· Audit systems to ensure accuracy of information utilizing various resources and programs

· Provides advanced troubleshooting to customers outside of a scripted environment

· Demonstrate soft-phone skills by treating all customers in a polite and courteous manner, especially in stressful situation
· Demonstrate the ability to multitask, handling calls, and utilizing appropriate software programs

· Assist in management of a shared departmental inbox by processing requests received in a timely manner

· Work with appropriate department and leaders to resolve issues or answer questions

· Keep customer accounts properly updated to ensure accurate billing address and contact information

· Keep up to date on any policy or procedure change in the department and partners

· Provide technical information to nontechnical audience in a more understandable means
EDUCATIONAL BACKGROUND:

· Tertiary
San Pedro College Davao City - 2009

Dean's List, Bachelor of Science in Nursing
· Secondary
Koronadal National Comprehensive High School - 2005

10th Honorable Mention
· Primary

Banga Evnagelical Church Elementary School - 2000

Salutatorian
LICENSE AND ELIGIBILITY:

· Registed Nurse - 80% overall rating in the November 2009 Philippine License Examinations for Nurses

· Civil Service Eligible - Granted with and automatic eligibility by the Civil Service Commission as a licensed professional
· Volunteered as Emergency room nurse at Allah Valley Medical Foundation 

· IVT licensed

SIGNIFICANT DISTINCTIONS/SKILLS:
· 5th Place in 2005 S.T.E.P.  National Bartending and Cocktail Mixing Competition

· Able to work under pressure and results oriented

· Able to work under minimal Supervision and relate well with people

· Acquainted with basic clerical office works (WORD, POWERPOINT, EXCEL)
· Proficient in English

· Dancing

