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	June 2,2014-March 16, 2016
                    July 2012- May 2014
	Client Service Associate

	
	BDO UNIBANK, Inc -  Unit F-2 & F-3 Victoria Towers, Timog corner Panay Avenue , Quezon City, Philippines

	
	·  provides accurate, efficient and timely processing of over-the-counter transactions pertaining to deposits, withdrawals, payments and foreign currencies.
·  patiently answers all queries of the clients and assists them in every way possible to achieve maximum customer satisfaction.
·  understands what a customer wants, and be able to direct him to the right bank service.
·  supports bank sales by identifying customer needs and then promoting current offers to them.

·  deals tactfully and efficiently with demanding customers.

·  in-depth knowledge of maintaining positive customer relations by means of proper handling of all transactions.


	
	Healthcare Associate






HINDUJA GLOBAL SOLUTIONS- 1880 bldg. Eastwood Quezon City, Philippines
· Obtained and evaluated all relevant information to handle benefits and claims inquiries.
· Patiently answered all queries of the clients and assisted them in every way possible to achieve maximum customer satisfaction.
· Provided additional information that clients need to know not just what to know.

· Resolved problems by clarifying issues; researching and exploring answers and alternative solutions; implementing solutions; escalating unresolved problems.

· Awarded four-times as being the “Top Associate of the Month”.
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	June 2008-October 2012

               June 2004-March 2008
Secondary School
	Bachelor of Arts Major in Mass Communication

Far Eastern University-Manila, Philippines
	

	
	

	
	Hope Christian School

Blk.8 Dadiangas Heights, General Santos City
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	Nationality
                             DOB

                            Sex

                                 Marital Status

                                    Passport No

                                     Visa Status


	Filipino
Female

Single
Tourist Visa

	                    Language Known
	ENGLISH  , TAGALOG



	Communication skills
	· Developed interpersonal and relationship building skills proven through work experiences in  BPO company, organizing events and bank tellering.


	Job-related skills
	· Efficient time management skills needed  to finish tasks on time .
· Delivers excellent customer service even under pressure.

· Shows willingness to help to make clients feel welcome.

· Organizational skills to keep track of important records accurately.

· Skilled in establishing rapport  with clients  to ensure satisfaction.


	Computer skills
	· good command of Microsoft Office Application (MS Power Point, MS Excel, MS Word)



