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Clarisse 
Objectives
To be able to work for a multi-national organization where I can contribute in the fulfillment and development of its corporate vision while utilizing and enhancing my skills and abilities, and at the same time attaining professional and career growth within the organization. 
Education
Our Lady of Fatima University – Marulas, Valenzuela City
Bachelor of Science in Nursing, 2005-2006
Dr.  Yanga’s Colleges Inc.
Bachelor of Arts in Political Science, 2007-2010
Experience
Professional Experience
Group


Brand Coordinator


May 2015 – May 2016
∙Prepares internal and external report in order to see movement and the sales from the previous month.
∙Prepares Purchase Order, Purchase Invoice and Costing once the product has arrived for a faster distribution.
∙Coordinates with the shops and warehouse to make sure that the goods are received and are in good condition.

∙ Prepare distribution and shop allocation lists to ensure that only the correct items will reach them.

∙Check shops’ display weekly in order to maintain the visibility of the products.
∙ Coordinates with the Operation team for fast and accurate transfer of the goods from one shop to another.

∙Answers queries such as the availability and price of the items from interested clients.

∙ Communicates with the brand principals regarding some concerns and queries on their products.

∙Preparation of the order justification file to ensure that there will be no over stocking of products.
∙Generation of reports from Navision and Crystal Report to support evert reports sent to the top management.

∙Ensure the proper display and stocks of the items in every shop.

∙Preparation of the monthly incentives of the staff to be sent to the finance department without any fail.
Elite Infrastructure Solutions JLT

Document Control Specialist cum Procurement Assistant

  March 2013 – April 2015

∙ Check and receive deliveries to ensure that there is enough stocks to support daily activities.

∙ Coordinate repairs to office equipment.

∙ Handles and process leave forms/cash advance from other employees.

∙ Clerical duties such as typing, also printing and scanning

∙ Coordination with PRO regarding some legal issues.
∙Provides information by answering questions and requests.
∙ Prepare daily log sheets of outgoing and incoming transmittals.
∙ Communicates with vendor’s and subcontractor’s representative with regards to documents and drawings.
∙Providing list of future vendors/suppliers by contacting them and asking for catalogues and quotations.

∙Prepares Purchase Order and Vendor Document Register.
∙Reduced prices proposed by vendors by negotiating pricing and fees but at the same time making sure that the service/product will be at a high quality.
CBRE Philippines


Helpdesk Agent


May 2012 – February 2013


∙ FSI (Concept - Evolution - Connect) familiar

∙ Respond to customer’s requests for assistance via phone and in email.

∙ Identify and escalate situations requiring urgent attention.

∙ Track and route problems and requests and document resolutions.

∙ Inform management of recurring problems.

∙ Follow standard help desk procedures.

∙ Advise client/customers on appropriate action.

∙ Send follow ups regarding complaints.

∙ Provide customers with product and service information.

∙ Follow-up on customer inquiries not immediately resolved.

∙ Transfer escalated calls to Line Manager.

∙ Answer questions and provides information related to projects including resolving problems,   approving expenditures, handling complaints.

∙Capture information from the client/customer and log it properly.
∙Assist with every client’s request and/or queries.
Teletech Customer Care
· Customer Care Representative II/Sales Representative - T-Mobil
May 2010 – April 2012
∙Answer inbound calls as well as assist customers who have specific inquiries
∙Build customer’s interest in the services and products offered by the company
∙Provide personalized customer service of the highest level
∙Update the existing databases with changes and the status of each customer/prospective customer
∙Arrange for the dispatch of products, information packages, brochures and the likes to clients and other interested parties
∙Give call back to every customer whenever it is needed or necessary.
∙ Listen to customer requests, referring to alphabetical or geographical directories to answer                              questions and provide telephone information.
∙ Suggest and check alternate spellings, locations, and/or listing formats to customers lacking detail or complete information.
∙ Offer special assistance to persons such as those who are unable to dial or who are in emergency situations.
∙ Operate telephone switchboards and systems to advance and complete connections, including those for local, long distance, pay telephone, mobile, person-to-person, and emergency calls.
∙ Perform clerical duties such as typing and proofreading.
Trainings/Seminars
∙Global Communication and Management Association

Makati Ave., Makati City - 2010
∙U.P Lakan “Man vs. Society”

University of Regina Carmeli - 2008
Positions
∙ College of Arts and Sciences Student Council- 1st Year Representative, 2007-2008
∙ College of Arts and Sciences Student Council- Treasurer, 2008-2009
Strength and Achievements
· Strong ability to multitask
· Self-confident, Hard Working, Team Player
· Work comfortably under pressure and with minimum supervision
· Good communication skills
· Service Oriented, Well Groomed
· Easily adaptable in multicultural environment
· Good social skills, Attention to Details
· Ability to meet tight deadlines
· A sound knowledge of telephone etiquette
· Outlook, Excel, Microsoft Word, Power Point
· FTP Server
· PDF Editing
· Concept Evolution/Reach
· FSI
· Customer Service
· Navision

· Crystal Report

Personal Information
∙   Language: English and Filipino
∙   Date of Birth: August 22, 1988
∙   Nationality: Filipino
∙   Religion: Roman Catholic
∙   Civil Status: Single
∙Visa Status: Residence Visa (Transferrable)
∙Able to join immediately
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