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CYRENE 
CYRENE.331403@2freemail.com 

Objective


To obtain a challenging position that allows me to utilize my current skills to assist in advancing a business that offers a stable employment opportunity. I am also eager to learn new skills and business and technological advancements.
Educational Background


College


Imus Institute College –Cavite, Philippines 2008-2012


Bachelor in Elementary Education Major in Early Childhood


Secondary


Del Pilar Academy- Cavite, Philippines 2004-2008


Primary



Imus Pilot Elementary School- Cavite, Philippines 1997-2003

Personal Information


Birth date:


October 31, 1990


Age:



25


Civil status:


Single


Nationality:


Filipino

Work Experience 

Operations Officer-  Dubai UAE

June 2014 up to Present

Job Description

Taking application

-Arranging documents as per Canadian Embassy requirements, assisting applicant with document and data entry checking

- Document controller/Document Quality Checking

- Checking the arrangement of documents as per Canadian Embassy, verifying the signature and photograph and checking of documents are complete.

Taking Biometrcis (Taking Fingerpirnts and Photograph for applicant)

-Collecting fingerprints from applicant for Citizenship and Immigration of Canada

- Checking the passport details and it’s authentication

-Taking photograph for applicant (It is used for Immigration of Canada)

Receptionist

- Assisting applicant for their documents

- Attending inquiries

-Assisting for passport collection

Customer Service Representative for Financial Account (US Account)

SPI Global Philippines

October 2013- March 2014

Customer Care Assistant for Human Healthcare 

ACS Philippines

June 2013-Sept 2013
Customer Service Representative AT&T Collections (U.S Account)

Teleperformance Philippines 

October 2012- May 2013

Job Description:

•Determines requirements by working with customers.

•Answers inquiries by clarifying desired information; researching, locating, and providing information.

•Resolves problems by clarifying issues; researching and exploring answers and alternative solutions; implementing solutions; escalating unresolved problems.

•Fulfills requests by clarifying desired information; completing transactions; forwarding requests.

•Sells additional services by recognizing opportunities to up-sell accounts; explaining new features.

•Maintains call center database by entering information.

•Keeps equipment operational by following established procedures; reporting malfunctions.

•Updates job knowledge by participating in educational opportunities.

•Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

Skills: Customer Service, Data Entry Skills, Listening, Phone Skills, Verbal Communication, Building Relationships, People Skills, Interpersonal Savvy, Problem Solving, Multi-tasking

Additional Skill: knows manual car driving with a 5 year- experience.

