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PROFILE/ SKILLS

A creative, pro-active and enthusiastic that provides customer assistance with leading companies. Good leadership skills and effectively coordinates team based project. Worked closely and effectively with all levels of management to satisfy company productivity and profitability and able to handle complex day to day problems. Outstanding and dedicated team player with strong analytical skills capable of handling pressure situations and adapt to changing environment. Can work independently under minimum supervision.
WORK HISTORY
ePerformax Contact Centers

General English Operator 
August 2006 – July 2008
· Handles inbound calls for US clients who want to be connected to any country.

· Handles inbound calls and assists clients calling from other countries who wish to dial a number to the US and to other countries.

· Answers customer’s queries and questions regarding their account. 
· Educate customer on MCI - Verizon products, providing accurate information and improving overall customer satisfaction in the process.

· Floor Support - Coaching operators on the floor, taking escalations from the operators and assisting supervisor on duty.

Blue Cross Insurance Inc.

Admin Asst/ Receptionist
March 2005 – July 2006
· Receives incoming and performs general administrative duties.
· May assists other administrative staff with overflow work, including word processing and data entry.
· Ensures the satisfaction of the client by giving the best service.

· Giving general information and supplying the client basic written     information of company’s policies and services.
China Bank Corporation

Branch Operations Staff 
December 2003 – March 2005
· Meet the needs of China Bank’s clients and serve as the primary marketing and services delivery unit of the bank.
· Processing cash and check deposits from costumers.
· Receiving utility bills payments.

· Preparation of daily collection and payment reports.

· Posting daily collections and payments to General Ledger.

· Preparation of various reports i.e.:

· Weekly report of available and required reserve against deposit liabilities.
· Monthly financial statements.
WORKSHOPS and TRAININGS ATTENDED


ABSP Leadership Training Seminar- Aug. 4-5, 2002 (Subic Int’l Hotel, Phil.)

Diction and Intonation Enhancement Training- April 19-25, 2004

Customer Relation Management Workshop Services- June 30, 2005

ACADEMIC ACHIEVEMENT

Centro Escolar University

Mendiola, Manila Philippines
1999 – 2003
Bachelor of Science in Accountancy
TECHNICAL ABILITIES

Proficient in the use of: MS Office (Word/Excel/PowerPoint), Internet & emailing
PERSONAL INFORMATION

Birth Date: May 24, 1982; Nationality: Filipino; Languages: English/Filipino; Marital Status: Single

