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OBJECTIVES:

To be able to enhance my qualifications, capabilities and sense of professionalism and responsibility as I develop my skills in rendering services to your company.

EDUCATIONAL BACKGROUND:

Bachelor of Arts in Communication with Elective track in Advertising (2007-2011)
De La Salle Lipa, Philippines

SKILLS/ABILITIES:

· Computer Proficiency:

· Microsoft Office Systems Software – MS Word, Excel, Powerpoint

· Basic Knowledge in SAP and Oracle; Ability to use Adobe Photoshop

· Effective communication and listening skills (Good in oral and written communication)

· Client/Customer relationship experience in Mall tenancy and call center industry

· Established performance goals to meet efficiency levels

· Exceptional ability to work in a team environment

· Quick learner and ability to multi-task

· Ability to handle pressure with ease

WORK EXPERIENCE:

United Arab Emirates

JUMA AL MAJID GROUP OF COMPANIES (Customer and Relationship Management Division)

Administrative Receptionist – May 17, 2015 up to present

· Proper handling of telephone and walk-in inquiries

· Handling HR related jobs such as;

· Preparing Notice of Joining, Annual Leave, Sick Leave and Certificate Request Forms

· Providing and collating requirements of the newly joined candidates

· Monitoring proper timekeeping

· Coordinating with inter-division in any HR related concerns

· Safekeeping employee documents

· Assisting Arabic call center agents in their call projects (service booking appointment/complaint) in sending emails to inter department addressing their concerns

· Assisting the Customer Intelligence Department (IT) in fixing any pc/system related problems

· Secretarial jobs to the General Manager

· Making minutes of meeting

· Reliever to the Executive Administrator in her absence

· Monitoring supply inventory

CS & S Jr. Officer (Call Center Agent)

May to June 2015 

· Handling inbound calls for Kia and Hyundai service booking appointment

September 2015 

· Handling outbound calls for Kia and Hyundai after sales and after service experience

Voice of the Customer Agent

September to October 2015 

· Handling outbound calls of all projects (Kia, Hyundai, Samsung, Home Appliance, Office Equipment, Yokohama, Complaint)to gather customer feedback in relation to our call center agent

Philippines

SHOPPING CENTER MANAGEMENT CORPORATION (SM SUPERMALLS)

Leasing Assistant - April 26, 2013 up to March 28, 2015
· Assists the Leasing Team in carrying out day to day lease functions and concerns

· Receives, sorts and classifies all lease-related incoming and outgoing documents from other business units and external partners

· Also responsible for endorsing documents to intended parties for information dissemination for appropriate action

· Maintain and safe keeps lease and tenant files

· Safe keeps and monitors supply and consumption of office and lease relate forms regularly used and maintained by the department

· Assist lease marketing in: answering phone and walk in inquiries, preparing correspondence relate to tenant requests and concerns, preparing and completing the tenant leasing kit preparing, and preparing various requests (Offer Sheet, MOA, etc.) to other business units

· Assist lease administration and documentation in: making follow up calls to tenants with lacking requirements, releasing or pertinent documents to tenants ensuring paperwork of current and prospective tenants are complete and accurate

· Maintains an orderly and update filing system of all documents relative to leasing

· Ensure cleanliness and orderliness of work area, office equipment, facilities and amenities

· Ensures compliance with safety and security of documents held in trust by the division

HOME-BASED

Part time English Teacher (Korean Home Schooling / Online Class) - November 2012 up to March 2013

· Present students with English educational materials

· Keep students engaged in English conversation

· Making lessons that keep students interest in English Education

· Preparing for classes lessons including (creating and going over with the lesson, developing tests and correcting homework)

FIESTA WORLD MALL CORPORATION

Marketing Assistant - January 2012 up to September 2012
· Liaises and network with a range of stakeholders customers colleagues suppliers and partner organization

· Communicates with target audiences and manages customer relationship

· Sources advertising opportunities

· Arranges effective distribution of marketing materials

· Maintain and update customer database

· Organizes and attends events such as conference, seminars and exhibitions

· Sources and secures sponsorship

· Conducts market research such as customer questionnaires and focus groups

· Contributes to and develops marketing plans and strategies

· Invite participants /customers to participate and visit ongoing events of the mal by means of marketing department advertisement


· Evaluates marketing campaigns

FIRST SUMIDEN CIRCUIT, INCORPORATED

Admin Staff (Encoder) May 2011 up to August 2011

· Responsible for checking, encoding and sending hourly output report

· Safekeeping important data

STUDIO 23, (ABS-CBN)

Production Assistant (Intern) November 2010 up to January 2011

· Responsible for assisting the segment producer in printing and distributing of scripts to the production team, as well as in editing the program segment

PERSONAL BACKGROUND:

Age

:
25

Date of Birth
:
February 8, 1991

Civil Status
:
Single

Citizenship
:
Filipino

