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Ralph Erich Chan – CV NO: 2018466
Summary

2 - 3 years of experience in Customer Service, Account Resolution and Technical Support. Supervised call center agents. Experience in assisting clients overseas as a Virtual Assistant.


Core Competencies
· Excellent and effective oral and written communication skills

· Personally and professionally ethical and fosters a diverse and respectful workplace

· Good interpersonal skills, works effectively both as a team leader and a team player

· Thorough, works with diligence and care

· Diplomatic in dealing with the multicultural work environment

· Attention to detail and organizational skills

· Flexible and highly adaptable

· Able to exercise initiative, easily approachable

· Can respond to changing needs with a willingness to learn and improve

· Quick learner, creative and resourceful



Work Experience

HTML Website Developer

Marketing - Freelance
December 2014 - present

· Responsible for design and development of affiliate websites. Responsible for ensuring strong functionality and optimization of each site, as well as developing site content like graphics, auto-responder and other features.

Customer Service Representative

Convergys Corporation - Baguio-AyalaLand TechnoHub, Baguio City, Philippines
March 2014 - December 2014 (9 months)

· Responsible for handling calls regarding buying, selling, billing and transactions with trading partners.

Virtual Assistant

MyOutdesk Virtual Assistants & SOAREM – Strategic Online Assistance for Real Estate Marketing

April 2013 - February 2014 (11 months)

· Responsible for providing business support services for clients. Areas that include website development and maintenance, marketing, search engine optimization, content writing, graphic design and link building. 

· Responsible for assisting clients achieve consistent and quantifiable growth by providing quality and custom-fit web marketing services.

Elite Customer Service Representative & Floor Support

Stream Global Services - 6th Floor SM City North EDSA, Quezon City, Philippines
February 2011 - April 2013 (2 years 2 months)
· Responsible for handling calls regarding Customer Service, Billing, Account Resolution, Technical Support and Sales. 

· Responsible for assisting call center agents handling calls.

HTML Website Developer

QuidErgo Affiliate Marketing - Freelance
June 2009 - February 2011 (1 year 8 months)

· Responsible for design and development of affiliate websites. Responsible for ensuring strong functionality and optimization of each site, as well as developing site content like graphics, auto-responder and other features.

e-Rep

Aegis People Support - SM Fiesta Strip Building, Harrison Road, Baguio City, Philippines
April 2008 - May 2008 (1 month)

· Responsible for providing comprehensive and quality customer care at all times by providing the appropriate responses to customer queries.


Educational Background


Education
Institution/Association
Qualified in

College
Pines City Colleges
2003 - 2007


Secondary
Saint Louis University Boys’ High School
1999 - 2003


Primary
Saint Louis School Center
1993 - 1999



Certifications

CHEERS Corporation (Community Health Education Emergency Rescue Services)

· Basic Life Support Training - May 2010


Personal Details

Gender: Male

Civil Status: Single

Height: 5’10”

Weight: 135 lbs.

Date of birth: June 2, 1986

Place of birth: Philippines

Citizenship: Filipino
Languages spoken: English and Filipino
Visa status: Visit Visa

Visa expiration: March 7, 2017
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