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PEARL
Objective:
To associate myself with an established organization that recognizes the skills and experience of an individual with an objective to accept the challenges in the task and use my education and experience more meaningfully in the atmosphere of my hard work towards achieving the goals of the organization
Key Strengths:
· Confident and articulate 
· Quick Learner with High Level of Accuracy and strong attention to details 
· Trustworthy and dedicated 
· Stress management & Flexible 
· leadership skills and team player 
· Superior Telephone, Customer Service and Computer Skills 
Experience Summary
Current Profile Details:
Date: September 1, 2013 to present
Designation: Secretary/Personal Assistant/Customer Service Officer/ Telemarketing
· Provide office support in order to ensure efficiency and effectiveness of workflow 
· Take down notes and prepares correspondence and letters of communication 
· Receiving, screening and relaying telephone calls and messages 
· Maintains General filling system of all files and correspondence 
· Handles all appointments and meetings 
· Arranging Travels and accommodation 
· Manage membership and subscriptions 
· Selling Insurance thru phone and by email 
· Setting up appointment thru phone and email 
· Soliciting information thru phone calls and email 
· Gathering insurance inquiry thru phone 
· Prepares brochures, catalogues, flyers for marketing purpose 
· Creates video presentations for promotional purposes 
· Preparing Quotations for Motor/Vehicles/Assisting FGA Dept 
Company: MAB Facilities Management LLC
Date: December 20, 2012 to July 23, 2013
Designation: Front Desk/Concierge / Admin (INDEX TOWER)
· Provide Office Support 
· Receiving, screening and relaying telephone calls and messages 
· Assist in the planning and preparation of meetings, conferences and conference 
· Provide word-processing and secretarial support 
· Answer all incoming calls and handle caller’s inquiries whenever possible 
· Re-direct calls as appropriate and take adequate messages when required 
· Greet, assist and/or direct tenants/residents 
· Coordinate the repair and maintenance of office equipment/Gym Equipment 
· Maintain security by following procedures and monitoring logbook 
· Supervise the cleanliness and maintenance of the facilities (pool, bathroom, sauna, locker room, lounge area and gym) 
Company: BD Business Process Outsourcing Solutions Inc – Customer Service Date: November 16, 2010 - October 15, 2012
Designation / Current Role: Quality Assurance Supervisor /Collections and Payments Processing Agent
· Makes cold calls for payment demands. Process Payments and make payment arrangements for customer to settle balance. 
· Monitors calls and make sure client standards are met on each and every call. 
· Creates training materials for new program 
· Monitors calls and make sure client standards are met on each and every call. 
· Measures and gauges all activities of the telemarketers/agents 
· Ensures that agent adheres to providing 100% customer service to clients and customers 
· Provides training, coaching and feedback to agents to make sure they understand new policies and procedures of the program 
· Review the current policies and improvise plans to improve upon the existing quality standards. 
· Create solutions to address agent issues and concerns about hitting targets 
Company Name: IBM Global Solutions Inc. – Customer Service/Collections/BPO Date: November 15, 2007 - July 31, 2010
Designation: Subject Matter Expert
· Provides support to all agents on the floor requesting for supervisor assistance. 
· Provides service by handling escalation calls for account management and technical calls. 
· Assist agents by providing answers to their questions and other inquiries. 
· Assist management with regard to providing updates regarding the process and all other trainings. 
· Prepares and updates the tracker for easy access to data and information when needed. 
· Attends meetings to discuss issues being encountered and formulate resolutions to resolve such problems. 
· Participates in focus group discussions to escalate issues faced with regard to the process 
· Support the floor in the absence of team leads 
· And perform other functions as requested by management 
· Provides technical support to clients at the same time handles customer service and over-all account management. 
· Assist in providing training and updates to agents within my team 
Company Name: Bureau of Jail Management and Penology
Date: Aug 1999 – November 14, 2008
Jail Officer II
Designation: Admin Assistant/Clerk
· Prepares monthly reports; generates accomplishment reports; maintains and updates all records of personnel; creates spreadsheets; compose administrative correspondence and other documentation; manage database; create presentations, reports, documents using desktop publishing software and graphics. Performs various range of administrative functions like file management and organization; coordinate office activities and researches. 
· Prepares and consolidates reports concerning the operations and the over- all performance of the unit/office for submission; prepares compliances and other related correspondence to field units in order to disseminate information in field offices; maintains an organized filing system of records of clients/inmates; assists in project planning and problem solving and execution of goals for a successful and smooth sail of operation. 
Professional Qualification:
· Bachelor of Science in Computer Science 
· Bicol University Computer Science Institute Legazpi City, 1995-1999 
· Project and Thesis: Computerized Enrolment System of Bicol University 
Technical Skills / Knowledge
· Proficient in MS Office Applications 
· Knowledge in Database Administration 
Personal Profile:
· Name: Pearl 
· Date of Birth: February 1st , 1978 
· Gender: Female 
I hereby certify that above information are true and correct to the best of my knowledge.
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