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Regie 
E-mail:   Regie.332731@2freemail.com 

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​Visa Status: Employment Visa - Transferrable
OBJECTIVE:
Well experienced professional seeking a position in the field of Administration /Secretary/Customer Service where my Experience, Knowledge and Skills can be effectively leveraged and utilized to achieve Organization/Company Goals and there by enhance my experience and knowledge base.

PROFESSIONAL SKILLS: 
Well experienced with multicultural work environments in various business segments like trading, support center, banking and Education. Vast experience in administration, front desk and secretarial services and team management. Excellent communication and interpersonal skills. Team player and a self motivated learner.

· Can communicate in English in Native American (US) Slang. 

· Excellent in written and oral communication skills (English)

· Efficient in MS WORD, MS EXCEL, MS POWERPOINT

· Strong Interpersonal Skills

· Can work under pressure and with less supervision

· Can work well with multicultural teams.
· Knowledge of service desk and ISO standards on documentation and record keeping.
· Well organized, detailed and dedicated
WORKING EXPERIENCE:
IT DEPARTMENT SECRETARY/
FINANCE DEPARTMENT RECEPTIONIST
Fast Telecom General Trading 

Dubai Airport Freezone

Dubai, UAE

March 2015 – present
IT Department

· Coordinating daily activities of the department. 
· Documenting all inbound service requests.
· Assigned the service request to the IT Personnel 
· Escalate unresolved issues
· Schedule and mange Appointments  for IT manager and take down minutes of the meeting
· Manage telephone communication and Email communications of the IT department.
· Create purchase orders and follow up material purchases 
·  It asset management and tracking of various IT assets of the company with the users
· Prepare various reports  from time to time for the top management and for ISO auditing.
Finance Department

· Manage  visitors by greeting, welcoming, directing and announcing them appropriately 

· Answer, screen and forward inbound phone calls as per the company policy.
· Receive and sort daily mail/deliveries/couriers 
· Maintain  the secrecy and security by following procedures and controlling access (monitor logbook, issue visitor passes)
· Manage appointments for finance manager and update appointment calendars and schedule meeting/appointments

· Perform other clerical receptionist duties such as filing, photocopying collating, faxing ect.
· Processed Visas for our Finance Department’s staff for Europe and USA
SENIOR CUSTOMER SUPPORT (TELEPHONE BANKER) (US Region)

May 2012 – Jan 2015
Teleperformance Philippines,

IT Park, Apas, Cebu City 6000

· Working for one of the top banks in the USA as senior tele-banking agent.

· Assisting the customers on their online banking requirements.

·  Specialized in managing priority customers and High Net worth customers on online banking issues by providing them work around if there were issues with their online banking accounts.

· Trouble Shooting on online login issues and online banking issues.

· Updates Customers information.
· Responsible on Customers Account Securities to avoid Fraud issues.
· Responsible in submitting reports for escalation if customers issues were not resolved especially priority and High Net worth customers.
· Informing/ Training over telephone about various Menu options to customers on their tele-banking account.

CUSTOMER SERVICE REPRESENTATIVE/

TECHNICAL SERVICE REPRENSENTATIVE (US Region)
December 2010 – March 2012

Qualfon Philippines Incorporated,
IT Park, Apas, Cebu City 6000
· Answers customers over telephone on queries about their mobile phone activation, business packages  and offers on mobile and data packages .
· Interacting with customers on their technical issues and solving issues over telephone through step by step guidance.
· Doing  telephonic Walk through with  the customer on how to navigate with their phone gadgets.
· Intimating latest offers like monthly offers and seasonal promotions to customers. 
· Acknowledge customers complaints on issues related to connectivity 
and signal strength and pacify the customers by apologizing on behalf of the service provider.

SCHOOL SECRETARY

June 2002 – October 2010

Holy Rosary School of Pardo

Pardo, Cebu City, Philippines 6000
· Responsible for the School Directors appointments,
· Coordinate with the Department Heads for the Monthly Activities.
· Coordinate with Department of Education for the submission of the school papers/documents.
· Arranged Monthly Meetings.
· Responsible for the Schools Monthly Examinations Schedules.
· Coordinate with the city government for the upcoming local events that the school has to participate.
· Responsible for preparing  and producing the Test Papers in all levels.
· Responsible for preparing the Course Syllabi in all levels.
· Responsible for preparing the Minutes of the Meeting.
· Answer all telephone queries and notate it if needed.
· Entertain the walk in visitors.
· Coordinate with the teachers in all levels in delegating new updates and announcements from the Office of the Director.
EDUCATIONAL ATTAINMENT:
College
: University of San Jose – Recoletos



   Magallanes St., Cebu City, 

   Philippines

Secondary 
: Mandaue Comprehensive National High School



  Plaridel St., Mandaue City, 

  Philippines

Elementary
: Poro Central School



  Poro, Camotes, Cebu 



  Philippines  
	
	


PERSONAL DATA: 

Gender

: Female 

Date of Birth
         : July 30, 1981

Place of Birth
: Cebu City

Religion

: Roman Catholic

Nationality
         : Filipino

Marital Status
: Married 

