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ANNA 
CAREEROVERVIEW
Quality-focused back office support offering 6 years of experience in customer service, data entry and transcription.

CORESTRENGTHS
· Excellent communication skills
· Microsoft Office familiarity
· Active listening skills

· Courteous demeanor

· Meticulous attention to detail

· Sharp problem solver

ACCOMPLISHMENTS

· Consistently maintain high QA scores.

· Persistent top performer agent.
WORK EXPERIENCE

09/2010 to 04/2016
/Transcription Editor




Teleperformance Ayala – Makati City, Philippines
·  Accurately update records and databases in accordance with prescribed formats and required systems.

· Specializes in amending website content such as amenities, images and star rating.

· Responsible in providing excellent solution on first contact.

· Collaborate with others to ensure the customer issues are resolved. 

· Responsible for proofreading transcription works to detect errors in spelling, punctuation and grammar.

· Ensure excellent communication skills, both verbal and written with great typing and auditory skills.

· Knowledgeable in legal terminology.

· Proficient in internet researching.
09/2009 to 05/2010
Voicemail Transcriptionist

Magellan Solutions – Mandaluyong City, Philippines
· Ensure that proper information is entered into the central database based on customer recordings.

· Ensure highest quality is maintained to meet and/ or exceed client specifications.
03/2009 to 08/2009
Customer Support Representative/Research

NCO Group – Quezon City, Philippines
· Responds to incoming customer inquiries including general/billing questions, service requests, order status and account maintenance by following techniques provided and approved by training.

· Effectively handles incoming customer calls/email inquiries within established periods.

· Keeps abreast of all products, systems, and processes updates in order to best serve the customer.

· Tracks and reports processes aimed at identifying specific service issues resulting in quick resolution of identified issues.

· Deals and coordinates with co-agents to effectively resolve the customer's concern.

01/2007 to 02/2009
Receptionist
PowerbooksWarehouse – Pasig City, Philippines
· Answer telephone, screen and direct calls.

· Take and relay messages.

· Provide information to callers.

· Greet persons entering organization.

· Direct persons to correct destination.

· Deal with queries from the public and customers.

· Monitor visitor access and maintain security awareness.

· Provide general administrative and clerical support.

· Receive and sort mail and deliveries.

· Tidy and maintain the reception area.
EDUCATIONAL BACKGROUND

2007
Bachelor of Secondary Education Major in Social Studies


Universidad de Manila – Manila, Philippines
SEMINARS/TRAININGSATTENDED
05/2006 to 12/2007
Medical Transcriptionist

Medtranscribe Philippines –Malate, Manila

01/2007 to 06/2007
Customer Service Representative

Blue Dot Active Solutions, Inc. – Malate, Manila
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Energetic work attitude


Can type 60 WPM


Strong organizational skills


Quick learner


Results-oriented


Computer-savvy

















