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LEA DONNA P. PEPITO – CV NO: 2014488
CAREER OBJECTIVE
· To pursue a highly rewarding career, in a healthy work environment where I can utilize my skills and knowledge efficiently and effectively contribute to the growth of the organization.
KEY ATTRIBUTES
· Exceptional Customer Service skills
· Strong English communication skills

· Excellent work ethic
· Microsoft Office Apllication
WORK HISTORY
COACH / BUS ATTENDANT
December 2014 – January 21, 2017
Speaking College
LLC – UAE
Dubai Park – 2, Dubai, United Arab Emirates
Responsibilities:

· Create and maintain a safe environment for all students on the bus.

· Ensuring that the students have seatbelts and that their seatbelts are appropriately fastened for the duration of the journey.

· Attending, where necessary, to the needs of individual students.

· Demonstrating a positive, caring and supportive attitude to students at all times, including, where appropriate, engaging students in conversation.

· Liaise with the bus coordinator/s on issues such as behavior management, safety and comfort of students on the school bus.

· Follow appropriate protocols in the event of an accident or emergency. 

· Maintaining a neat and clean appearance when travelling on the school bus and

· Conduct themselves in a professional and courteous manner to students, Drivers, and parents/carers.

TECHNICAL SUPPORT REPRESENTATIVE

June 2013 – August 2014
AT & T U-Verse (Cable, Internet and Phone) 
Troubleshooting and up-selling

VXI Global Solutions Inc. – Philippines 

Robinsons Cybergate, Bajada, Davao City, Philippines
Responsibilities:

· Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services;

· Gather customer’s information and determine the issue by evaluating and analyzing the symptoms;

· Diagnose and resolve technical hardware and software issues involving internet connectivity, email clients, IPTV, VoIP and more;

· Research required information using available resources;

· Follow standard processes and procedures;

· Identify and escalate priority issues per Client specifications;

· Redirect problems to appropriate resource;

· Offer alternative solutions where appropriate with the objective of retaining customers’ and clients’ business;

· Follow up and make scheduled call backs to customers where necessary;

· Stay current with system information, changes and updates.
· Provide excellent customer service at all times.
CUSTOMER SERVICE REPRESENTATIVE

December 2010 – June 2011
Sprint (Wireless/Mobile)
Troubleshooting, Sales and Billing
Convergys
Paceo Arcenas, Banawa, Cebu City, Philippines

Responsibilities: 

· Manage large amounts of incoming calls;
· Generate Sales;
· Identify and assess customers’ needs to achieve satisfaction;
· Provide accurate, valid and complete information by using the right methods/tools;
· Meet personal/customer service team sales targets and call handling quotas;
· Handle complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution;
· Keep records of customer interactions, process customer accounts; 
· Assume the responsibility of receiving and sorting incoming payments with attention to credibility;
· Update accounts receivable database with new accounts or missed payments;
· Ensure all clients remain informed on their outstanding debts and deadlines;
· Follow communication procedures, guidelines and policies;
· Take the extra mile to engage customers;
· Provide excellent customer service at all times.
EDUCATIONAL BACKGROUND
Bachelor of Science in Nursing 
June 2005 – March 2010
University of the Visayas

Cebu City, Philippines
Bachelor of Arts Major in English
June 2012 – October 2012
Notre Dame of Dadiangas University

General Santos City, Philippines
PERSONAL BACKGROUND
BIRTH DATE:
October 29, 1988
AGE:


28 years old  
NATIONALITY:
Filipino
CIVIL STATUS:
Single
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