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Jack
Objective:      To obtain a position in the company which offers a professional working environment where education and abilities stand as an advantage for personal growth and enables me to improve as a person while meeting the corporation’s goals.

PROFESSIONAL SYNOPSIS

· Acquired an experience of 5 years and 5 months in Customer Service, Sales and Technical Support
as well as 2 years and 6 months in Bartending, Kitchen Assistant, Waiter, Cashier and as a Barista. 

· A self-starter with management and people skills having around 1 year and 6 months of qualitative experience in handling teams and making sure that the team members follow guidelines and policies of the company and supporting them in the front line.

· An excellent planner with proven abilities in accelerating growth, generating customer loyalty levels and serving customers effectively.
KEY STRENGTHS

· Has the ability to multi-task and perform duties with high accuracy and strong degree of urgency with minimal supervision
· Efficient in Computer Applications (MS OFFICE), Web developing and Software Installation
· Knowledgeable in Computer Networking and Troubleshooting
· Able to make rapid assessments and quickly revise tactics to ensure progress and good achievement
· Ability to perform well on both independent contributor and team member
· Adaptable at any working environment

· Extensive knowledge in customer service 

· Amenable to work on a shifting schedule and during declared holidays

CAREER HIGHLIGHTS

Duration
: August 2014 to February 2016

Company
: Ibex Global Solutions Philippines Incorporated
Designation      : Customer Service and Sales Representative /Technical Support Representative
Job Description:
· Effectively manage large amounts of incoming calls 

· Took sales inbound phone calls for an online flower shop  

· Processed payments bookings and orders over the phone
· Entered and tracked sales orders

· Identify and assess customer’s needs to achieve satisfaction

· Build sustainable relationships of trust through open and interactive communication

· Handle complaints, provide appropriate solutions and alternatives within the time limit and follow-up to ensure resolution

· Keep records of customer interactions, process customer accounts and file documents

· Take the extra mile to engage customers

· Provide accurate, valid and complete information by using the right methods/tools 
Duration
: June 2013 to July 2014

Company
: Teleperformance Philippines Incorporated
Designation      : Technical Support Representative
Job Description:
· Deliver service and support to end-users using and operating automated call distribution phone software, via remote connection or over the Internet 

· Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services 

· Gather customer’s information and determine the issue by evaluating and analyzing the symptoms 

· Diagnose and resolve technical hardware and software issues involving internet connectivity, email clients, IPTV, VOIP and more 

· Research required information using available resources 
· Follow standard processes and procedures

· Identify and escalate priority issues per Client specifications

· Redirect problems to appropriate resource

· Accurately process and record call transactions using a computer and designated tracking software

· Offer alternative solutions where appropriate with the objective of retaining customers and clients business

· Organize ideas and communicate oral messages appropriate to listeners and situation

· Follow up and make scheduled call backs to customers where necessary

· Stay current with system information, changes and updates
Duration
: October 2010 to April 2013
Company
: Sutherland Global Services Philippines Incorporated
Designation      : Sales and Billing Representative/Senior Consultant/Subject Matter Expert
Job Description:
·       Took inbound phone calls for sales and billing inquiries
·       Suggests packages that is suited to customer’s needs
·       Processed payments over the phone

·       Drive internal and external teams to solve urgent customer issues
·       Drive resolution for customer service quality issues
·       Address languishing issues indicated by repetitive customer contacts
·       Provide front-line customer service when needed
·       Conduct training as needed or assigned
·       Support ramping new hires as needed
·       Does the work assigned by the Team Manager or Account/Program Manager
· Analyze data to identify and drive solutions for customer issues
Duration
: June 2007 to December 2009

Company
: C5 JST Calle Cinco Restaurante 
Designation      : Barista/Bartender/Kitchen Assistant
Barista Job Description:

· Greets all customers with fast, friendly, personalized service and develops a rapport with customers by learning their names, favorite drinks and food items.

· Verbally receives and calls back customer orders in a friendly manner.

· Responds proactively to prevent customer service situations.

· Accurately rings sales orders into cash register and counts back change to customers in a courteous and friendly manner.

· Answers customer questions regarding coffee blends, preparation, and product freshness.

· Weighs, grinds and packs coffee per customers’ orders according to Company guidelines.

· Sells and serves baked goods and miscellaneous food items to customers.

· Maintains efficient, friendly service

Bartender Job description:

· Prepare alcohol or non-alcohol beverages

· Interact with customers, take orders and serve snacks and drinks

· Assess customers needs and preferences and make recommendations

· Mix ingredients to prepare cocktails, plan and present bar menu

· Check customers identification and confirm it meets legal drinking age

· Restock and replenish bar inventory and supplies

· Stay guest focused and nurture an excellent guest experience

· Comply with all food and beverage regulations

Kitchen Assistant Job description:

· Ensuring the food preparation areas are clean and hygienic 

· Washing utensils and dishes and making sure they are stored appropriately 

· Sorting, storing and distributing ingredients 

· Washing, peeling, chopping, cutting and cooking foodstuffs and helping to prepare salads and desserts  

· Organizing linen laundry 

· Cleaning the food preparation equipment, floors and other kitchen tools or area
AREAS OF EXPERTISE & EXPOSURE

Technical, Sales & Service Operations  
· Identify and resolve technical issues over the phone or via remote access
· Drive sales initiatives and for strategic market positioning and ensuring the increase in sales growth
· Provides excellent customer service for clients and ensure satisfaction 

Client Servicing /Relationship Management   
· Devise strategies through effective customer centric services for retention of clients.

· Build a harmonious relationship with consumers and within the company
ACADEMIC CREDENTIALS

Bachelor’s Degree in Computer Technology (BCT) April 2010, University of Southeastern Philippines
NC II Micro-Computer Hardware Servicing Passer
Computer Technology Skills Development Seminar
Preliminary Interview and Briefing Seminar for Computer Hardware Servicing NC II


        

PERSONAL DETAILS
Languages Known
:
English, Cebuano and Filipino
Date of Birth

:
12-18-1987
Visa Status
            :
Visit Visa
Religion
                        : 
Roman Catholic 

Gender 

            :
Male
Citizenship

:           Filipino  
Birthplace

:
Philippines
Jack
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