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JENNY 
Objective

A position that will effectively utilize acquired expertise creative talents and commitment to excellence. Desire a position with career growth potential.
Professional Experience
Syntel Consider IT Company Philippines

Knowledge Process Outsourcing (KPO)

October 2015- December 2015

· Monitor the random calls daily for the reduction of number of mistakes or errors and for better performance as well.
· Handle all the complex customer queries, complaints, issues and questions calmly.
· Responsibility to improve the quality, escalating sales, efficiency, and high speed.
· Duty includes managing the daily tasks and work of the KPO perfectly.
· Telephone operator and receptionist.

· Responsible for releasing of outgoing documents and proper distribution of incoming documents.

· Maintain the file notes / records of incoming / outgoing documents, list of calls, attendance.

· Maintain good public relations with callers, clients, and visitors.

Manuchar Philippines INC. (Internship)
Administrative Assistant
January 2015 – May 2015

· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Answer, screen and forward any incoming phone calls while providing basic information when needed.

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures and controlling access (monitor logbook, issue visitor badges)

· Update appointment calendars and schedule meetings/appointments

· Perform other clerical receptionist duties such as filing, photocopying, collating, faxing etc.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations. Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
· Arrange appointments / Transferring calls.

· Update appointments and schedule follow up appointments.

Seminar Attended 

MONEYVERSITY (Money, Wisdom for Winners)

STI College Global City Philippines
Introduction to Project Management
SMART Communications INC.

Summary of Qualification

· People person, motivated, enthusiastic and hardworking.
· Ability to deliver excellent customer service, externally and internally.

· Can work with minimum supervision with good organizing and planning skills.

· Eager to learn and contribute to the growth of an organization.

· Strong background on customer service and with good interest and skills.

· With good communication skills on oral and written procedure.

· Computer Literate ( MS Office)
Education
Collegiate: 

STI College Global City
Bachelor of Science in Business Management
June 2012- May 2015 
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