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CAREER PROFILE

Seeking career opportunity in a reputed and dynamic organization where my professional abilities and analytical skills would be well utilized in a challenging environment.
PROFESSIONAL EXPERIENCE
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Customer Service Representative – SPi Global

April 2015 – May 2016








Mandaluyong, Philippines
At SPi Global, my key responsibilities include:
CUSTOMER SERVICE DUTIES
· Identify and assess customer’s need to achieve satisfaction

· Build sustainable relationships of trust through open and interactive communication

· Handle complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution

· 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.

· Maintains call centre 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
· Keep records of customer interactions, process customer accounts and file documents

· Follow communication procedures, guidelines and policies
Technical Service Representative /Henry Schein Practice Solutions       June 2016 – December 2016
Alorica, Mezza Branch






Manila, Philippines
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At Alorica, my key responsibilities include:
· Greet customers in a courteous, friendly and professional manner using agreed upon procedures

· Listens attentively to customer needs and concerns; demonstrate empathy. Asks customer relevant question to determine the specific purpose of their call

· Effectively gathers and analyses information and confirm understanding to successfully diagnose the customer’s concern

· Adapts the flexible communication style to meet the customer’s needs and skill level
· Refers or escalates appropriately when issues are outside of support boundaries. Refers customers to appropriate department if required to resolve their issue

· Thoroughly document the call and provides customers with proper reference information (i.e. Agent ID, Service Request Number, etc.)

· Provides feedback and makes recommendation on how to improve processes, knowledge base, products, tools and training

· Create a positive impression of Henry Schein Practice Solutions through words and actions, whenever interacting with customers

· Represents information accurately and truthfully

· Treat sensitive and confidential information on appropriate manner

· Maintain basic knowledge of Henry Schein Practice Solutions products and/or services

· Pick up new skills and understands ideas when presented in a structured formal
Cashier / Teller – ExpressPay
October 2013 – April 2014
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CASHIER / TELLER DUTIES





          Quezon City, Philippines
· Greet customers and provide them with information 
regarding products and/or services
· Respond to customer’s complaints and take necessary actions to resolve their issues
· Process transactions including money transfer, prepaid loading, bill payments and flight booking
· Count money at the beginning and ending of each shift
· Maintain periodic sales and transaction reports
· Maintain knowledge of store inventory and sales activities
· Keep the work area tidy and clean
EDUCATION, ACHIEVEMENTS & QUALIFICATIONS
BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY

    

2009 - 2015
TECHNOLOGICLA INSTITUTE OF THE PHILIPPINES – MANILA, PHILIPPINES
· Software Knowledge: hands-on experience with different software like Java, PHP, and Oracle
· Customer Service, PR & Communication: Well-trained with establishing rapport and Customer Service with customers, clients and colleagues.
· Trainings/Seminars Attended: 
· Introduction to Oracle PL/SQL- Technological Institute of the Philippines
· Oracle Report Developer 10g- Technological Institute of the Philippines
· Oracle Database Administration- Technological Institute of the Philippines
· Oracle Forms Developer 10g- Technological Institute of the Philippines
KEY PERSONAL SKILLS
Computer Skills: 

Advanced knowledge of Windows applications including Microsoft Word, Excel, and Power Point, Outlook.
Communication Skills:

Fluent in English: Strong presentation and communicating skills, sending across messages powerfully & effectively to customers/clients/colleagues.

Marketing, Social & Customer Service Skills:
Develops good rapport with customer assuring them their concerns will be apprehended and giving them good customer service. 
Team Work, Leadership, Problem Solving & Decision Making Skills:
Excellent team-player with good decision making and problem-solving attitude.
