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ADRIAN 
Dubai, United Arab Emirates

OBJECTIVE

I am seeking an employment in a challenging and rewarding role where I can utilize and extend my skills, experience and education to help the company meet and exceed its goals.
SKILLS

· Basic knowledge in Corporate Law (Obligation and Contract, Partnership and Corporate Law, Negotiable Instruments and Law on Sales, Agency Pledge and Mortgage).
· Knowledge in Principles of Marketing, Principles of Economics, Business Management, Business Ethics, Personal Development and Business Policy.

· Knowledge in Financial Accounting, Managerial Accounting, Computerized Accounting and Income Taxation.

· Knowledgeable in Microsoft Office (Word, Excel, Access, PowerPoint, Outlook and PDF).

· Excellent in interpersonal skills, ability to work with others at all organizational level.
· Substantial experience and outstanding skills in Customer Service.

· Good Communication skills, communicate verbally and in writing.
· Accustomed to work in fast-paced environment.
· Knowledgeable in Administrative functions.

· Experienced Customer Satisfaction.
· Accuracy and Attention to details.

· Good Typing Skills.

· Data Entry.

WORK EXPERIENCE

Company:

Deployment:

Address: 
Dubai, United Arab Emirates

Position: 
Administrator

Date:

March 26, 2013 –March 26, 2016
JOB DESCRIPTION

· Provide general administrative support including but not limited to: phones, distributing mail and preparing expense reports.

· Prepare official correspondence, coordinate and tracking functions, format correspondence, mark recommendations, and handle incoming and outgoing visit request preparation, logging, and verification.
· Maintain confidential information in a confidential manner.
· Maintaining business/customer contact database, corporate files and business plans.
· Conducting Internet research; reviewing and synthesizing information.
· Coordinate, create, edit and distribute both internal and external correspondence under the direction of Executive Management.
· Maintain an effective medium of communication and close collaboration among the workers in the organization.

· Provides work direction to clerical and technical staff, directly or through supervisors or lead workers.

· Coordinating with various employees for activities related to operational support of the unit.

· Contributes to team effort by accomplishing related results as needed.

· Organize and Maintain file and records.

· Composing, designing and editing correspondence and reports.
· Perform a series of secretarial functions for the committee and provide additional services depending on the individual policies of the institution.

· Serve as the receiver of important mail, documents and ordered items delivered to the organization’s address.

WORK EXPERIENCE

Company:
SYKES ASIA, INCORPORATED


Address:
Metro Manila, Philippines

Date:        
August 20, 2007 – March 24, 2013

Position:

Customer Care Expert
Account:

Expedia (hotels.com) Travel 

JOB DESCRIPTION

Primarily we gave support to our customers over the phone by providing accurate and honest information regarding inquiries about availability, rates and quality of the Hotel of their choices. We also provided sensible and practical solution to the customer’s concerns according to the company’s procedures wherein it does not compromise the customer’s satisfaction and the quality of our service.  Concerns that we handledwere: 

· Billing/Refund
· Cancellation of Hotel Reservation

· Modification of Hotel Reservation

· Complaints

· Up-selling
WORK EXPERIENCE

Company:
SYKES ASIA, INCORPORATED


Address:
Metro Manila, Philippines

Date:        
January 21, 2005 – August 20, 2007

Position:
Technical Support Tier 2
Department:
Escalation Department

Account:
VerizonBusinessCableNet
(Back Office)

JOB DESCRIPTION

Processing connectivity from customers for Verizon Back Office such us:

1. Transfer Order – Transfer connection and retain service.
2. Disconnect Order – terminate service and connectivity.
3. Feature Change Order – Service upgrade.
4. Directory Listing Order – Published or No-published.
· Rendered administrative and technical support to US based Telephone Companies.

· Processed customer orders in a courteous, efficient and timely manner. Responsible for preliminary review of all incoming orders for all necessary information such as Account Name, Number, Address and additional special instructions.

· Responsible for entry of information into the system.

· Managed telephone calls professionally, efficiently and with good communication skills.

· Tracked down all orders until its completion.
EDUCATIONAL BACKGROUND

Higher

:
SAINT PAUL’S BUSINESS SCHOOL AND LAW (SY: 2004)




Tacloban City

Degree
:
BACHELOR OF SCIENCE IN ACCOUNTACY

High School
:
LEYTE NATIONAL HIGH SCHOOL (SY: 1999)




Tacloban City


PERSONAL INFORMATION

BirthDate
:
June 20, 1981

Nationality

:
Filipino
BirthPlace
:
Burauen, Leyte
Gender
:
Male


Passport Expiration
:
June18, 2017
Marital Status
:
Single


Religion

:
Christian

I am confident that the trainings and knowledge I have gained would be an asset to your company. I believe in education and outright willingness would assist me in grasping the ropes of the business as well as cope with the demands of the industry. 

With ardent hope, I look forward for the encouraging feedback and I am willing to undergo any personal qualifications at your most convenient time.
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