Objective:

To secure a promising position where my experience can be honed and can be further developed.

Qualifications:
· Creative with effective interpersonal skills and organizational abilities

· Ability to work under pressure in, time-sensitive, fast-paced environments

· Computer literate specifically MS Word, MS Excel and Internet applications

· Good in oral and written communication skills

Employment History:
Baguio Water District –Philippines 

          
October 12, 2012 – April 2016

Customer Service Assistant

· Entertains complaints from walk in customers such as clogged and defective meters, excessive consumption, consumer classification, average billing and other similar complaints.

· Answers telephone calls and entertains various complaints on metering, billing, broken pipes, leaks and no water, and queries pertaining to new connections, transfer tapping, guarantee deposits, and other matters concerning the company's operations and policies.

· Attends to customers’ requests on matters pertaining to change meters, meter calibration, voluntary disconnection, reconnection, transfer location of meter and other metering requests.

· Encodes service requests on various investigations and metering activities and files the same to individual customer file.

· Attends to customers with disconnected services on payments and prepares reconnection orders.

· Updates Customer Relations System History Reports.

· Performs other related duties.
Baker Bonifacio –Philippines

                 
February 2012 – July 2012

Cashier / Counter Attendant

· Take customers order at the counter area, receive payment and present change.
· Pack food items and beverages carefully.
· Count money in cash drawers at the beginning and end of shifts to ensure that amounts are correct and that there is adequate change.

· Knowing about products and daily or weekly ad items.
· Perform cleaning duties such as sweeping, mopping, and washing dishes and trays to keep equipment and facilities sanitary.
· Assisting in making breads & pizzas, packaging and pricing.

· Monitoring and replenishing of stocks to ensure availability of end products
Theatres Corp. –Philippines       
November 2011 – February 2012

Usher / Porter

· Checking of tickets before entering the cinema
· Showing customers to their seats

· Selling of refreshments and foods on trays

· Dealing with any problems and or complaints 
· Monitoring of advertisements before the movie starts

· Checking of facilities to ensure safety of customers
· In charge of giving freebies like t-shirts, printed photos at the photo booth, mugs, tumblers and many more
Consortium of Coops. – Baguio City Philippines
      
October 2010 – May 2011

Teller / Office Clerk

· Pay out money after verifying that all details are correct and that funds are sufficient
· Receive checks and cash for deposit, verify amounts and check accuracy of deposit slip

· Identify transaction mistakes when debits and credits do not balance

· Perform clerical tasks such as typing and filing
· Received and count daily collection and check availability of funds when reimbursing expenses

Education School –Philippines               
June 2010 – July 2010

General ESL Teacher (English Tutor for Foreign/Asian Nationals)

· Provide individual students basic English skills such as listening, reading and writing and speaking
· Prepares weekly examinations on topics discussed

-Red Ribbon Foods Corporation – Baguio City, Philippines
May 2008 – October 2008

Service Crew (Red Ribbon and Counter Station)

· Serve foods, beverages and desserts to customers in such settings as take-out or dine-in
· Prepare bills for food, using cash register and accept payment and make change

· Perform cleaning duties such as sweeping, mopping, and washing dishes and trays to keep equipment and facilities sanitary.

· Provide excellent customer service satisfaction
· Knowing about products and daily or weekly ad items.
· Monitor expiration dates of cakes, disposing if the same already expired.

· Proper packaging of cakes
Educational Attainment:


Bachelor of Science in Business Administration


Major in Marketing (Graduate)


University of Cordilleras


Philippines

April 2010

Seminars Attended:


University of the Cordilleras


Baguio City, Philippines
· Career Development Program

· Sustaining the Entrepreneurial Passion Among Business Students

· Prospecting and Qualifying Lecture

· Handling Objections

· Multi-Level Marketing Lectures

· Business Process Outsourcing Course


Sales and Marketing Management Training and Workshop


Saint Louis University


Baguio City, Philippines

Food Handlers Orientations Seminar


Baguio Health Department


Baguio City, Philippines
Organization:


Marketing Mixers


Saint Louis University


Baguio City, Philippines
Personal Details:

· Nationality

Filipino
· Date of Birth

October 6, 1988
· Languages

English, Tagalog and Ilocano
· Civil Status

Single
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