[image: image1.jpg]


Nethan.338468@2freemail.com
NETHAN 
Nationality: 
Filipino
Visa Status: 
Visit
Availability:
can join immediately

CAREER STRENGTH
· Excellent Communication Skills.




· Able to manage multiple tasks.
· Proficient in MS Word, Excel, Power Point Presentation.
· With Knowledge in Accounting.
· Can work well both as a team and as an individual.
· Good Interpersonal and analytical skills.
· Handles personnel very well.
· Working Student.





WORK EXPERIENCE

Shop Coordinator
Acosta Flower Shop
Iloilo City, Philippines
(April 2016 – September 2016)                                       
· Examine merchandise to ensure that it is correctly priced and displayed.
· Provide customer service by greeting and assisting customers, responding to customer inquiries and complaints.
· Direct and supervise employees engaged in sales, inventory-taking, reconciling cash receipts, or in performing services for customers.
· Examine products purchased for resale or received for storage to assess the condition of each product or item.
· Estimate consumer demands.
· Keep records of purchases, sales and requisitions.
· Perform work activities of subordinates, such as cleaning and organizing shelves and displays and selling merchandise.
· Plan and prepare work schedules and keep records of employees work schedules and time cards.
· Inventory stock and reorder when inventory drops to a specified level.
Office Assistant/OJT Practicum
Social Security System, Legal Department
Iloilo City Philippines
(October 2015 – March 2016)                                       
· Performing office duties and responsibilities.
· Assisting company employees and other professionals.
· Responding to company queries.
· Meeting with other groups of the same organization.
· Create and prepares weekly report as requested by the supervisor.
· Managing correspondence.
· Distributes internal memorandum within the organization.
· Retrieving documents as requested by the supervisor.
· Maintaining filing systems in accordance to the quality system.
· Answering incoming calls.
· Responding to faxes.
· Distributing posts with the organization.
· Handling guests and visitors.
Customer Service Representative



SPI Global CRM Inc.
Iloilo City, Philippines.
(October 2014 – September 2015)                                       
· Answer calls and respond to emails.
· Handle customer enquiries both telephonically and by emails.
· Research required information using available resources.
· Manage and resolve customer complaints.
· Provide customers with product and service information.
· Enter new customer information into system.
· Update existing customer information.
· Process orders, forms and applications.
· Identify and escalate priority issues.
· Route calls to appropriate resource.
· Follow up customer calls where necessary.

· Document all call information according to standard operating procedures.

· Complete call logs.

· Produce call reports.


SEMINARS ATTENDED

· Pre-Employment Training Seminar




Iloilo City, Philippines – February 2015



· Project Management Production Educational Tour Training Seminar (Manila/Baguio/Laguna)

Philippines – December 2014







· Entrepreneurship: Business Start Up


Iloilo City, Philippines – April 2014


EDUCATIONAL BACKGROUND

 Bachelors Degree



Bachelor of Science in Business Administration






Major in Business Management
Central Philippine University
Iloilo City, Philippines 
(June 2012 – April 2016)




