PHILIP GABRIEL C. ATIENZA


PERSONAL INFORMATION:

· Age: 25 years old
· Birth Date: September 05, 1990
· Nationality: Filipino (Philippines)
· Civil Status: Single

CAREER OBJECTIVE:

Willing to learn new things, hardworking, and confident individual with skills. Willing to undergo training, good communication skills and proficient in dealing with customers

. 

SKILLS AND QUALIFICATIONS:

· Effective and pro-active communicator with ability to be objective

· Posses good time management skills and able to work under pressure.

· Professional approach to dealing with client

· Flexible, adaptable, reliable and persuasive

· Ability to present information clearly

· Computer Literate (Microsoft word, Excel and so on.)


WORK EXPERIENCE:

March 2013 – July 2016 




Retail Associate/CBU/In-Store Trainer /Quality and Operations Specialists/ Customer Service Specialist
Globe Telecom Inc. CDO

Globe SM CDO Business Center

Duties & Responsibilities:

· Activating Consumer and SMB Accounts.

· Processing Reservation of Broadband Applications

· Submitting SMB Accounts to SMB Manager

· Verifying First Time Applications for both Consumer and SMB.

· Modifying Service Transactions for Customer Service Representative.

· Customer Service Representative.

· Verifying Accounts.

· Submitting Monthly Activations and Transmittal Reports.

· Checking the quality of the applications before endorsing it for approval.
· Tracking the applications in Monitoring Sheet for status concerns

· Double checking the applications if passed the criteria of the plan availment

· Training the staff for the new products and services of the company

· Giving exams on how well did they understand the new product and service

· Candidate for training for the new products and services of the company

· Complying the compliances of the reported deviations of the audit

· Monitoring the pending open cases of the IDs of the staff

· Attaching approved applications of the account

September 2011 – March 2013



     Fixed Term Employee
Globe Telecom Inc. CDO

Globe SM CDO Business Center

Duties & Responsibilities:

· Activating Consumer and SME Accounts.

· Encoding the summary report of the newly activated accounts.

· Verifying First Time Applicants.

· Doing Post Reviews.

· Customer Service Representative.

· Submitting Monthly Activations and Transmittal Reports.

May 2011 – September 2011





OTAP Helpdesk
Globe Telecom Inc. CDO

Globe Corporate Office

Duties & Responsibilities:

· Validating retailer numbers for OTAP replacement

· Encoding the summary report of the OTAP Girls for Daily Activation.

· Reviewing the Templates for courier.

· Checking the RTS of the Flowthrough for reactivation.

· Call-outs for RTS.

April 2011 - May 2011





Call-Out Agent

Globe Telecom Inc. CDO

Globe Corporate Office

Duties & Responsibilities:

· Sorting the files for Call-outs.

· Calling the retailers for validation.

· Validating the retailer’s information.

· Asking follow-up queries (ex. Salusalo)

· Encoding retailer’s info for finalization.

November 2010-February 2011



   

Intern
Globe Telecom Inc.CDO

Globe SM CdeO

Duties & Responsibilities:

· Activating New Accounts on Customer Care and Billing
· Transmitted and Monitored Wire line and Wireless Database.
· Worked on Excel documents.
· Call Outs for GLOBE/TM subscribers.

June 2009 - December 2010



Service Crew/ Junior Manager
Jollibee Foods Corporation, Kauswagan, CDO

        
Freemont Foods Corporation




         

Duties & Responsibilities:

· Trained as a Junior Manager.

· Providing a good customer service.

· Developing the skills on communication.

· Developing the ability to multi-task. 

· Full knowledge of health and safety standards.

April 2009- May 2009
RMN - DXCC, CDO






Immersionist
Duties & Responsibilities:

· Working in a office environment

· Trained as a Broadcaster/anchor 
· Sorting and filling documents

· Translating news article

April 2008 

Mathematics Department, MUST, CDO


 

Immersionist
Duties & Responsibilities:
· Working in a office environment

· Word-processing and printing

· Giving grades to students 
· Sorting and filling document


EDUCATIONAL BACKGROUND:

2007-2011 

                                         

Mindanao University of Science and Technology
· Bachelor of Science in Technology Communication Management

C.M. Recto Ave., Lapasan, Cagayan de Oro

2003-2007


St. Mary’s Academy of Carmen
Carmen, Cagayan de Oro


2002-2003




Xavier University Grade School

Macasandig, Cagayan de Oro


LANGUAGES:

· Filipino
· English
· Basic Spanish / Japanese
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