PATRICK 

OBJECTIVE
To be a part of Organization that provides an atmosphere of mutual growth and benefits, where I can show my skills and potential and to be of better contribution to the company.

CORE OF COMPETENCE 
· Excellent Customer Service
· Strong Communication skills
· Data Analyst
· Sales Personnel
· System Knowledge (MS Office, Visual Basic, HTML, Javascript & C++ )
· 14 years working experience


PROFESSIONAL QUALIFICATIONS AND SIGNIFICANT ACHIEVEMENTS
Member Services Team Leader


   
              September 2015 – April 2016
Hospitality Marketing Concepts

· Supervises as well as coordinates activities of workers engaged in resolving costumer problems complaints concerning matters.
· May explain to customer by telephone or letter action taken on complaint.

· Responsible for giving response upon customer’s complaints, as well as giving the solution.
· Manage the department in order to organize the workflow
· Coordinate and communicate with company's internal department.

· Assist in development and implementation of quality systems and procedures.
Member Services Consultant




  March 2013 – August 2015
Hospitality Marketing Concepts

· Resolving customers’ queries within agreed authority, investigating the cause of any complaints, gathering information from relevant sales and service teams and reviewing sales documentation.

· Acknowledging complaints promptly and responding to them within set time limits, systematically and fairly.

· Maintaining customer related information systems for accurate record keeping.

· Using complaint information to improve service and sales standards where appropriate.

· Process member’s hotel room reservations.
Customer Service Agent 



                 June 2010 – February 2013
Contactopia (ABS-CBN The Filipino Channel TFC)
Sharjah Airport Freezone Sharjah, UAE

· Managing inbound and outbound phone, fax and e-mail communications (processing information to/from the customers, respond to their queries, guiding them etc.
· Handling of inbound/outbound communications on multiple projects and related work.

· Maintain full confidentiality about the business and proprietary information of the company.

Customer Service Representative                                                           October 2008 - April 2010

Teletech Customer Care Management

(International Telecommunication Company)

Lipa City, Philippines

· Support and provides superior service via phones, and e-mails as receiver and caller

· Use an effective approach to handle special telephone task like call transfers, taking messages, call backs, holds, interruptions and unintentional disconnect.

· Apply the proper phone etiquette to satisfy various customer situations.
· Effectively deal with job stress, angry callers and upset clients.
· Ensures that all procedures, instructions and processes in the department are followed in conformance with the existing quality system requirements.
Ticketing Sales Officer                                                                   December 2007 – October 2008

Advanced Contact Solutions Inc, (ACS)
International Airline Account

Lipa City, Philippines

· Communicate and set appointment with the passengers and other ticketing company, to be able to set schedules, provide information regarding routes schedules and fares.

· Process passenger flight reservations, sell and issue tickets.

· Keep accurate customer records.
· Coordinate with other airport vendors regarding specific flight information.
Data Analyst

                                                                   October 2001 – October 2007
SPI Technologies  
(Former Content Sciences Inc. and SPI Publisher Services)

Carmelray 2, Calamba Laguna Philippines

· Examines the articles electronic files/production material & applies various method of content processing, mark up language checking, pre editing, and issue correction.

· Analyzes & arranges information systematically using the assigned program.

· Reviews, edit & convert various documents e.g. journal, articles, etc. to SGML format based on project specifications.
· Perform administrative duties such as proofreading, organizing & filing legal e-file/documents & tracking deadlines.


JOB TRAINING AND SEMINARS ATTENDED
SPI Technologies

Spi Building Calmeray 2 Calamba, Laguna

· I Am SPI (March 2007)
AMA Computer College

AMA Batangas Campus

· A new frontier on I.T. and Y2K (February 2001)
· I.T. Updates and Basic Networking, Microcomputer Based Operating System and Macromedia Dreamweaver (May 1999)

ON-THE-JOB-TRAINING

Equitable PCI Bank
Batangas, City

August, 2000 to November 2000
RECOGNITION AWARD

Visual Basic Interactive Information                                                April 2001

AMA Computer Learning Center

Batangas City Campus

EDUCATIONAL BACKGROUND


Tertiary
:

AMA Computer College





Batangas City SY 2000-2001






Computer System Design and Programming



Secondary
: 
Saint Francis Academy






Poblacion, Mabini Batangas





SY 1999-2001

PERSONAL BACKGROUND



MARITAL STATUS
:
SINGLE



HEIGHT


:
5’6



NATIONALITY

:
FILIPINO



LANGUAGE/DIALECT
:
ENGLISH/TAGALOG
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