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a qualified individual with demonstrated success in delivering excellent customer service
that benefited from initiative, organizational skills, hard work ethics, and multi-tasking abilities
	


Dynamic, highly motivated and results driven professional with years of experience in the associated field, and a milieu in Marketing. Familiar with the structure and content of the English language, and Mathematical applications as well. Equipped with skills in analyzing principles and processes for providing effective customer and personal services. Recognized for professionalism, positive mental attitude, commitment to excellence, and demonstrated ability to communicate and work with senior management, associates, and customers. High-quality record of producing successful conceptualizations and services. Strong interpersonal and communication skills from both business operations and client base perspectives, coupled with vision, business acumen, and astute negotiation abilities. Talented team player with commendable personality and interpersonal skills.

	
	 Expertise
	


Outstanding communication skills

Able to adapt easily to change

Deals well with pressure

Quick learner with extensive outside knowledge

	
	 Core Competencies
	


· Education and Training: Knowledgeable in principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and measurement of training effects
· Effective communication skills; motivate team members to achieve goals, resolve interpersonal conflicts, create positive learning environment. Proven effective written and oral communications including ability to address large groups
· Active listening; giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times

· Problem solver; respond rapidly and appropriately to changing circumstances. Evaluate problems, make astute decisions to effect positive change, and refocus on new priorities

· Focus on result; effectively identify and resolve problems using creativity and available resources. Tackle tough problems and follow through to satisfactory conclusion

· Coordination and Time management; adjusting actions in relation to others' actions. Managing one's own time and the time of others
· Keen sense of responsibility; solid professional standards. Excellent track record of dependability

· Clerical duties; demonstrated background in administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology
	
	Career Overview
	


CUSTOMER SERVICE ASSOCIATE
 ( Dubai, United Arab Emirates


                                                     2012 - 2015
· Problem solve on site issues which impact on business customer experience at Dubai airport
· Reports safe and unsafe incidents to airport managers

· Acts as liaison with FZ outstation network for special handling requests and coordination during flight irregularities
· Assists business customers during flight irregularities, coordinating communication with affected passengers to ensure passenger experience remains positive
· Ensures all relevant information is readily available and remain abreast of all changes within DA that may affect quality of service

· Attends, mans, guides, supports, and facilitates passengers at security machines to improve the thru put rate of passenger aimed ratio per hour

· Coordinate with duty officer inline to maintain log register wherein the total passenger movement details to be forwarded following day to the Team Leader /  Duty Manager of customer service

· Explains to the passengers the LAG’s aviation safety and security rules and regulations and confiscates forbidden items, and provides plastic bags to secure permitted items

            Accomplishment:

                         Received a SHOOTING STAR from Dubai Airport Managers on April 2012 for providing excellent customer service.

                         Received a CERTIFICATE OF APPRECIATION from the Head of Terminal Operations on December 2012 for improving customer experience in Terminal 2 Dubai Airport.

CSR – Senior Billing Specialist
	Convergys Corporation ( Alabang, Muntinlupa City
	 2008 – 2012


· Validate detailed charges and prepare statements for send-bill clients.
· Maintain good rapport with contact persons at client’s offices and obtain their cooperation in the prompt processing of payments.
· Acknowledge and appropriately greet and assist every customer in a timely manner.
· Process customer orders in a courteous, efficient and timely manner.
· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments
· Maintains call center database by entering information
Senior Writer
	Emaximus Designs and Writing Services ( Balibago, SRL
	 2007 – 2008


· Worked closely with clients, consultants and designers on concept development, promotional materials, direct marketing,  and Web sites
· Prepared written content by studying and clarifying requests; identifying research sources; studying documents; setting-up and conducting interviews
· Trained new employees
· Performed proofreading activities
Marketing Assistant
	Hyundai Motor Sales ( National Highway Canlalay, Binan Laguna    
	                                                                       2007


· Assisted and supported the General Manager with all marketing activities and events
· Provided marketing & event secretarial assistance to the General Manager as required
· Ensured efficient coordination and organization of all marketing activities & events
· Supported the General Manager with the Marketing Budget and Plan preparation every year
· Designed fliers, brochures and different handouts for car shows and sales caravans
· Performed clerical duties
	
	Educational Background
	


	AB Mass Communication: AMA Computer College ( Binan Laguna                                                                           2003 - 2006


	AB Journalism: De La Salle University ( Dasmarinas, Cavite                                                                                    2000 - 2003


	
	Trainings
	


~ Senate of the Philippines ~

GSIS Bldg. Senate of the Philippines Roxas Blvd. Pasay City
~ Convergys Corporation ~
Alabang Muntinlupa City, Philippines
~ Airport Service Personality ~
Dubai, United Arab Emirates
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