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   JEREMIAH 
JEREMIAH.342626@2freemail.com   

Career Objective    
Secure a position in an organization that will enable me to utilize my order management skills, customer service background and my ability to work effectively with people.
Work Experience
Ingram Micro, Mckinley Hill, Taguig City 1634, Philippines (April 2015 – February 2017)

Customer Care Agent
Responsible for processing returns of defective products.

Responsible for the entry of credit/debit memos for the return of Stock Balance 

product as required by resellers.

Responsible for utilizing vendor and courier supplied information to keep ETA s 
as current and as accurate as possible

Responsible for processing returns of defective products.

Responsible for the entry of credit/debit memos for the return of Stock Balance 

product as required by resellers.

Responsible for utilizing vendor and courier supplied information to keep ETA s 
as current and as accurate as possible

· Answer incoming calls to assist customer queries.

· Answer and respond to incoming emails through proper utilization of SF and Microsoft Outlook.
· Interact with internal counterpart to resolve customer’s issues.

· Process RMA (Return Merchandise Authorization) for DOA/Warranty products with the proper application of the policy given by the vendor.
· Process credit and re-bill for any pricing discrepancy dispute. 

· Check order status and deliveries ETA.
· Handle case in Sales force from customer request and concern. 

· Utilize the online tools (such as SAP, Sales Force, Courier Sites, etc) to properly resolve customer’s claims and concerns.
Omniglobe International, Eastwood, Quezon City 1110, Philippines (April 2013 – April 2015)

Customer Service Representative
· Receive calls from customers who would like to check the status of the order that they’ve placed online and providing accurate information in a timely manner. 

· Assist customers in activating the device that they’ve received efficiently and professionally by applying knowledge of software and hardware application. 
· Reprocess orders which are in pending status and escalate issues when necessary.
· Ensure to put accurate notations on the customer’s account.

Infosys BPO Ltd., Fort Bonifacio, Taguig City 1634, Philippines (July 2011 – January 2013)
Sr. Process Executive

· Responsible in provisioning and managing the BVOIP - IP Flex service to be installed in the customer’s service location. 
· Expected to answer all customers’ concerns and inquiries via phone call and email. 
· Responsible in communicating with the other staff of AT&T the needed requirements based on the customer’s needs for the proper IP Flex service activation. 
· Responsible in completing system tasks in a timely manner.

SPi Global Solutions, Sto Niño, Parañaque City 1700, Phil. (November 2007 – July 2011)
Processing Staff



     
· Electronic File Conversion. Adhere to the conversion work instructions. Check completeness of documents for conversion versus the list in the cover sheet. Convert unusable files into usable files using appropriate software application. Detect discrepancies based on the querying procedure given and accomplish a query form to reflect figures with discrepancies and quality problem. Ensure that converted files have no inconsistency with the originally submitted files.  
· Usability Checking. Check completeness of documents for usability checking versus the list reflected in the cover sheet. Check electronic converted files against the original submitted files. Perform e-file compare (proofreading) between multiple versions of converted files. Assess the usability of figures and detect discrepancies based on the set querying procedure. Prepare evaluation report for all the non conformances found.  
Triumphant Christian School, Imus, Cavite  4103, Philippines (June 2007 – November 2007)
Computer Teacher



        
· Design and teach lessons in Computer Subject from nursery to preparatory level, as well as 1st Grade to 6th Grade pupils. 
· Develop and implement daily and unit lesson plans for them, prepare and administer tests and evaluations, and analyze student performance. 
· Conduct group/individual activities in computer based on the lesson. 
· Compute grades of every pupil every grading period.
HRD(S) PTE., LTD. PEZA, Rosario, Cavite 4106, Philippines  (October 2006 – June 2007)
Office Staff

        

  
· Design and assemble house plan from Japan specifically in flooring area using autocad and toacad software.
· Apply all standard instructions in designing and assembling the plan based on the given standard procedure by company.
Core Competencies
· Order management with organizational and planning skills.
· Interpersonal and communication skills (verbal and written).

· Proficiency in Microsoft Office Application and knowledge in SAP (Systems, Applications & Products).
· Ability to organize, prioritize and perform work with moderate supervision.

· Goal-oriented and ability to handle multiple tasks.
· Ability to capture high level workflow requirements.

· Handled extensive work requiring proofreading.
· Works with accuracy and efficiency.
· Ability to responds to rapid change.
Education

2002- 2006    Polytechnic State College of Antique
Sibalom, Antique, Philippines  




 (Presently, University Of Antique)
· Bachelor of Science in Computer Science (BSCS)
· Graduated with honor

· Antique Government Scholar - SY 2002- 2006 
         (Sponsored by Gov. Salvacion Perez) 
Personal Information

· Date of Birth: June 20, 1985
· Gender: Female

· Nationality: Filipino

· Civil Status: Single

· Religion: Born Again Christian

