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	OBJECTIVE
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   PERSONAL DATA
	To join your prestigious company in my vacant posts commensurate to my qualification and expertise. To boost my capability and able to learn more about interfering with co-workers and society.

	
	CAREER EXPERIENCE

	POSITION DESIRED:

CUSTOMER SUPPORT ASSISTANT
	INNOVATRONIX.INC
STORE CLERK

SJDB,PHILIPPINES

May 13 2015-October 23,2015

Duties and Responsibilities :
· Experience in photography and editing pictures
       Using Adobe Photoshop
· Giving customers satisfaction for printing their photo
·  Suggestive selling of other products
TELEPERFORMANCE

ORTIGAS, PHILIPPINES

November 2013 – March 2015

Duties and Responsibilities :
· Ensure a warm friendly welcome to clientele 

· Collected, compiled, arranged and retained reports,                                        records, files and data
· Maintain a professional, cooperative and professional   attitude.

· Answer the phone promptly and perform all related    administrative duties

· Check emails and respond promptly to enquiries and check the information logbook

· Organize schedules to fully utilize time while ensuring that clients’ needs are prioritized



	 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	VISA STATUS:


	

	VISIT VISA
	

	
	

	
	

	PERSONAL PROFILE:
	

	AGE: 25
	

	DATE OF BIRTH: November 18,1990
	

	NATIONALITY: Filipino


	


STRENGTHS
· Quick learner with a “can-do” attitude
· Able to adapt, flexible
· Able to work under pressure and willing to take on new tasks
· Manages time effectively
SKILLS
Technological

· Computer literate (internet, e- mail, Microsoft Office, Adobe Photoshop)

· Trouble Shooting, Software and Hardware 

Customer Care
· Proven customer service and organizational skills

Interpersonal
· Ability to work independently

· Detailed oriented; able to multi-task

· Great attention to detail

EDUCATION
College : 
Bachelor of Science in Information Technology
  Manila, Philippines
   TRAINING AND SEMINAR ATTENDED
“CAREER DEVELOPMENT SEMINAR 

FOR IT”

Reference upon request
CATHERINE
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