	PERSONAL DATA:
Date of Birth:    August 2, 1993
Age                 :  22 y/o
Place of Birth:  Batangas 
                          Philippines

COMPUTER SKILLS
· Proficient with MS Office  (Excel, Word, Power Point etc.)
· Proficient in Adobe Photoshop (Experienced in photo editing, retouching and designing)

· Has knowledge in PC  hardware and software troubleshooting.

.

	OBJECTIVE :
To become an integral part of organization, where my knowledge and skills will be used and enhanced to contribute and prosper the company. 
SUMMARY OF QUALIFICATIONS:
· Good Planning and organizational skills

· Effective in written and verbal communication skills

· Flexible and detail oriented

· Very creative in digital imaging and editing.

· Self motivated and willing to learn
· Can work as part of a team or as individual.

WORKING EXPERIENCE : 

Customer Service Representative in Alorica Philippines, Inc.

(February 11, 2015 March 19, 2016)

· Answer the customer’s concern regarding their bills
· To have the knowledge for the services that we’re offering
· Explain the services that they have
· Offering services such as cable, internet or phone subscription
· Help customers to pay their bills
· Response to customer’s complains in a timely manner.
· Develop and maintain professional relationships with all customers and assist to handle all kinds of  situations
· To conduct research for the customer’s concern to provide accurate resolution to prevent problems from reccuring again.
· Making sure that all the things that was discussed over the phone is properly documented.
· Do not make any changes on the account without the primary account holder’s permission.
· Provide accurate informations.
· Keep the customer satisfied and retain business
· Have a follow up call if necessary
· Maintain expectations regarding call quality and resolution time

· Upselling products and customers services.

EDUCATIONAL BACKGROUND
Bachelor Of Arts in Communication
Southern Luzon State University, Philippines

SY 2011- 2015
( Under Graduate)

Rizal College of Taal
SY 2006 – 2010
(High School)
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