








[image: image1.png]



Eileen 
Objective

To further enhance my skills which would provide personal advancement and 

acquire abilities that would e
ble me to contribute to the success of the

company.
Education

Colegio de San Juan de Letran




Bachelor of Science in Business Administration




Major in Management




2002 – 2006

Work Experience

March 2015 - present

Responded to e-mails from customers regarding their queries about their BPI credit cards, online banking and deposit accounts.
24/7 Inc.
· Customer Service Representative

January 2009 – June 2011

Assisted customers regarding their general and billing inquiries for their business post paid mobile and wireless broadband accounts for Optus Australia.

· Business Financial Services Representative 
June 2011 – August 2012
Aided customers in order to set up payment arrangements and took payments for their business landline, mobile and wireless broadband accounts for Optus Australia.
· Business Financial Services Subject Matter Expert / Senior Resolutions Specialist
August 2012 – February 2015
Took in calls for the same task as a representative and at the same time did admin tasks that supervisors and managers needed to be done. 

Have also received calls for customers who requested to speak with a supervisor.



Genpact Wachovia




July 2008 – December 2008




Accepted customer’s inquiries regarding their bank accounts for the US based  




Wachovia/Wells Fargo bank.




APAC Customer Service



April 2006 – September 2006




January 2007 – June 2008




Received inbound calls from customers of the US based dental insurance client




Bluecross Blueshield and Bluecross California.




Equitable PCI Bank – Intramuros Branch (on the job trainee)



November 2005 – February 2006




Filed dormant or inactive bank accounts and entertained incoming calls.




Metrobank Card Corporation




Collections Assistant




April 2004 – June 2005




Called Metrobank credit cardholders to remind them regarding their overdue 




accounts.




Miss Diamond Star International Manpower Services




Summer job assistant clerk




April 2003 – May 2003




Entertained client calls and sent e-mail and fax of needed documents abroad.

Skills


Proficient with the use of the Internet, MS Word, Excel and Powerpoint.




Fluent in English and Filipino verbal and written communication skills.




Typing speed of 70 wpm with 95% accuracy.
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