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OBJECTIVE: Seeking for any management position with an aim to provide a high quality of service in the industry and to partake with knowledge and skills acquired in building a rapport within the organization towards global market success.
KEY QUALIFICATIONS
· Worked as a Customer Service Representative for two productive years.

· Have an experience in dealing with multi-cultural environment.

· Hands on experience in delivering customer satisfaction on a timely manner. 

· Have a helping hands to uplift the spirit of team mates who are in need of support professionally.
SPECIAL STRENGTHS AND SKILLS

· Acquired positive attitude. 

· Ability to work under pressure with strong initiative and focus on the tasks/responsibilities.
· Excellent communication skills and desirable typing speed and accuracy.

· Knowledge in MS Office (Word,Excel,PowerPoint,Outlook) and Internet savvy. 

· Knowledge in Symex database. 

· Keen to details and ability to adapt to any new discipline.
WORK HISTORY
Exchange Co. (L.L.C.)

March 25, 2014 – March 31, 2016
Customer Service Representative

· Doing all type of transactions such as: 

· National Bonds, Western Union, Bank Transfer, Iremit, Transfast, Himal Remit, POS, Credit Card Payment, Fly Dubai payment, Salary Deposit, Wage Protection System (WPS), and Ezetop.
· Processing customer remittances.
· Receiving inquiries and attending phone calls.
· Giving speed and accurate calculations of total fees for clients.
· Doing reversal, refund, buyback, amendment, and assistance on the transactions.

· Sorting, Tallying, and Filing company bulk transactions.

· Settling POS transactions and printing batch and summary reports.

· Reporting transactions at the end of the day.
Recruitment / Office Staff (Documentation/Hiring/Processing/Sourcing)

Faith in God - Recruitment, Placement and Manpower Services Corporation

Angeles City, Pampanga - Philippines
August 9, 2012 - May 1, 2013

     Documentation
· Record, Compile and Monitor the Recruitment Dept. Reports.

· Collect and Encode the Bank application form of Applicants.

· Monitor and Update Client manpower service request / Project Agreement Contract.

· Sort, File, and Monitor Applicant Records.
· Send Confirmation Letter (for Job Fair) via E-mail.

· Monthly Monitor Direct Employees' Performance Evaluation.

     Hiring
· Receive and Encode 200-File of Applicants.

· Send Master List Database and Continuously Coordinate to Clients.

· Assist the client (interviewer) and the applicants (interviewee).

· Phone call shortlisted applicants to attend their scheduled Orientation.

· Collect and Forward 201-File of each Orienteers to Admin. Dept.

· Distribute and Collect all Government Form that needs to fill-out.

· Encode and send soft copy of Employees new bank account opening to Accounting Dept. for payroll purposes.
     Processing
· Give Application Form for all Applicants.

· Conduct Initial Interview for all Walk-ins and Jobs Fair Applicants.

· Answering Phone calls & Fax Documents.
· Execute all administrative duties / Office works requirements.
     External Sourcing
· Attends Job Fair for Local Recruitment.

On-The-Job Training

Wallem Innovative Solutions

Clark Freeport Zone, Pampanga - Philippines
June 22 - August 18, 2011

· Searching for Applicants / Call Applicants / Set Schedules for Interview.
· Give Application Forms / Encoding of Applicants Data

· File and Compile Employee Documents / Follow-up Requirements

· 201 Inventory / Update of employee information in WIS Master list
· OJT Timekeeping Attendance / Checked Time-in and Time-out per employees

· Sort Employees Leave and O.T. forms

· Prepares and Collects Employees Memorandum of Agreement.
· Provide assistance to all administrative works.

EDUCATION



Bachelor of Science in Business & Administration 

Specialized in Human Resource Development Management

Holy Angel University, Angeles City, Pampanga - Philippines
FY 2007-2011

SEMINARS ATTENDED
· Drug Free Workplace Policy Orientation

FIG – RPMSC - August 15, 2012
· Events Management

Holy Angel University - February 24, 2011
· Knowing and Understanding the Factors Affecting Stock Price

Holy Angel University - September 13, 2010

CHARACTER REFERENCE: 

Available upon request.
I hereby certify that the above information is true and correct to the best of my knowledge. 
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