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Erickmay 

Key Experience: 

•Handling Front Office 
• Meeting Arrangements 

• Letter Correspondence 

• Invoice Management 

• Office administration 

• Minute Taking 

• Travel arrangement 

• Effective Communication Skills 

• Excellent Organization Abilities 

A. Work Experience 
I. Customer Service Representative /Agent
Export Global Solutions 
Philam Bldg. Madrigal Business Park, Muntinlupa City 

Philippines 

August 08, 2015 – January 17, 2016 

Scope and Responsibility 

•Responsible for acting as a liaison between customers and companies. Assist with complaints,orders errors, account questions, billing, cancelations and other queries. 

•Use telephones to reach out to customers and verify account information. 

• Greet customers warmly and asserting problem or reasons for calling. 

• Attracts potential customers by answering products and service questions; suggesting information about other products and services. 

• Opens customer accounts by recording information. 

• Maintains customer records by updating account information. 

• Resolve product or service problems by clarifying by the customers complaints; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution. 

• Maintains financial accounts by processing customer adjustments. 

II. Customer Service/Teller
Philippine Long Distance Telephone Company (PLDT)

National Highway Brgy. Anos Los Baños Laguna Philippines
April 07, 2014- June 26, 2015
Scope and Responsibility

• Receives checks, cash, bankcards or other negotiable instruments in payment of fees or charges; verifies amounts and endorsements; issues receipts.

• Counts cash drawer upon opening to verify amount; ensures enough cash is kept in drawer for daily needs by ordering from vault.

• Conducts a variety of customer service tasks which may include providing account balances, transferring funds, tracking deposits and various record changes.

• Maintains and accounts for cash drawer and daily transactions; reports discrepancies.

• Answers questions and provides information to students, staff and faculty about fees, procedures, policies or related issues.
III. Secretary / Receptionist 
Dashi Trading Co., L.L.C 
Deira Tower, 23d fl. Room no. 2302, Nasser Square 

Dubai, UAE 

March 13, 2011 – November 01, 2013 

Scope and Responsibility 
• Responsible in sending and emails. 

• Provide complete secretarial assistance. 

• Coordinate and manage Project Manager Schedule. 

• Responsible in meeting arrangements 

• Order supplies/ stocks needed in the designated areas 

• Responsible in document control 

• Answer phone calls and queries 

• Manage letter correspondence 

• Responsible in arranging invoice. 

• Act as an initial contact point for all services issues. 

IV. Secretary Cum Office Assistant 
R.I. Sabida Engineering Design and Services 
Addas Greenfield MambogBacoor Cavite Philippines 

October 2008- february 2011 

Scope and Responsibility 
• Answer phone calls and queries of client. 

• Encoding and Filing necessary documents 

• Responsible in taking minutes of meetings. 

• Schedule and confirm appointments for department personnel. 
• Record information/maintain files, process all paper works to perform day to day administrative tasks. 

• Training and supervising junior staff. 

• Secures information by completing database backups. 

• Maintain an adequate inventory of office supplies. 

• Distributing papers and documents for meetings. 

• Order supplies/ stocks needed in the designated areas 

B. Personal Details

Date of Birth: 
May 12, 1985

Age:

31 years old

Citizenship:
Filipino

Civil Status:
Single

C. Educational Attainment

Associate in Computer Technology 

(Vocational Graduate)

Lyceum institute of Technology

MakilingCalamba, Laguna Philippines

2002-2004

Bachelor of Science in Nursing

(Undergraduate)

Trace Colleges

Los Baños Laguna Philippines

2005-2007
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