	Jennefer S. Castilla

	Mobile No. +971- 55 874 9834

	Email Add: castillaJennefer@yahoo.com
Address : Flat 434 Al Zafrana Building, Abu Hail, Hor Lanz East

	Objective
	I am looking for a challenging position with a dynamic group where I could apply all my skills and abilities obtained from my work experience and educational background so that i can succeed in my professional field.

	Qualifications:
	

	
	· Dedication and drive as a hard-working individual.
· Superlative communication and team-building skills.
· Ability to manage multiple tasks in a high pressure environment.
· Ability to follow instructions and guidelines to specific problems.
· Working with different department’s within the company.
· Excellent communication and interpersonal skills and attention to detail.
· Proven competency of dealing with customers from various classes, assisting them with orders and answering their questions regarding products and services.
· Have an in-depth knowledge of data processing preferably mortgage/loans documents
· Knowledge and use of correct English language and grammar.

	Previous Employment:
	

	
	U Processing Officer - Galilee Business Support Services - (March 2014 - June 2016), (Philippines)
· Customer Care Specialist - FIS Global Solutions - (November 2012 - March 2014), (Philippines)
· Store Supervisor/ Accounting Clerk - Zurich Coiffure Saloon - (December 2011 - October 2012), (Philippines)
· Customer Sales Representative-Teleperformance, Philippines —
(October 2011- September 2012), (Philippines)
· E-care Specialist - SPI CRM Inc. - (August 2007- January 2011), (Philippines)
· Project Specialist - SPI CRM Inc.- (March 2007-August 2007)
· Customer Service Representative - SPI CRM Inc. (September 2006 - March 2007)


	Accounting Clerk
	

	
	· Booking appointments and filing.
· Collating information so that the information which leaves the office is correct and usable for my office colleagues.
· In charge of all incoming and outgoing calls, greeting & assisting visitors & clients.
· Proved multi-tasking abilities by scheduling staff consisting of clerical works.
· Sort all mail and send it to different departments.
· Exercise independent judgment, decision-making abilities and high level of confidentiality.
· Collaborate with various levels of management to gather information pertaining to key issues.

	Store Supervisor
	

	
	· Assist other store employees with their work
· Delegate tasks and orders to appropriate employees
· Train and evaluate trainees
· Communicate with the manager regarding the sales, employees and other important matters.
· Arrange the goods in the proper way in order to make sales and produce sales reports every weekend and end of the month.
· Receiving the deliveries of goods
· Customer Relations - Making sure the customers on the floor are all taken care of and any questions are answered.

	Processing Officer
	· Handling all inbound and outbound calls, answering clients queries about mortgages
· Checking incoming information for correctness and completeness. Inputting and Uploading instructions onto the company’s database and related systems.
· Liaising with other staff, clients and their representatives through email or verbally

	Customer Care Specialist Experience
	

	
	· Handling high volumes of calls
· Managing all customer services from technical issues to billing.
· Multi tasking and Mail Processing
n work in the fast call center atmosphere with ease.
· Competency of cross-selling the products and services to the clients.

	Computer Skills:
	


	
	□ Proficient in using a computer with skills such as Microsoft Windows, Word, Excel, PowerPoint, Outlook and Internet Explorer
n Create and distribute a variety of reports using Word and Excel.

	Education:
	· Father Saturnino Urios University - Bachelor of Commerce major in Accounting Management - (1998 - 2002) - Butuan City, Agusan del Norte, Phils.
· Saint Christopher Academy - Butuan City, Agusan del Norte, Phils.
Secondary Education (1993 -1997)
· Tungao Elementary School - Butuan City, Agusan del Norte, Phils.
Elementary Education (1987 -1993)

	Personal Data:
	D Height 5’0
· Religion - Roman Catholic
· Date of Birth - March 17,1980
· Passport No. - EB 5658740

	1 hereby that the above statement are true and correct to the best of my knowledge. Jennefer S. Castilla


