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Present  Address
:
Al Yarmouk, Sharjah United Arab Emirates
Email Address

:
leo.350253@2freemail.com
· Personal Background
Born on July 11, 1987 at Floridablanca, Pampanga. 

Skills: Knowledge in Microsoft Computers , MS word, Excel and Power point. Hardworking, Competent, Responsible, and Analytic type of person.

To indulge myself into my chosen profession where I can apply all the knowledge that I acquired in college and previous experience as well as on how to interact with people and apply professionalism and my fashion for excellence.

· Educational Background


         
 2004 – 2008
Philippine State College of Aeronautics

Bachelor Of Arts 




Basa Airbase, Floridablanca Pampanga

Major in English


2000 – 2004
San Jose National High School


Secondary




San Jose, Floridablanca Pampanga


1994 – 2000
San Jose Elementary School

               Primary




San Jose, Floridablanca Pampanga

· WORKING EXPERIENCE
September 5, 2016 – November 29, 2016 Customer Service Advisor
Express Gifts Phils.

Clark Freeport Zone, Clarkfield Pampanga
Semptember 7, 2015 – March 5, 2016    Service Advisor
         

  Toyota Tarlac City

San Fernando Pampanga   

 September 28, 2013 – June 23, 2015
Service Advisor
/Acting Reception Head










Al Mulla & Behbehani










Chrysler/Jeep/Dodge










4th ring road, Kuwait

September 1, 2011 – September 2013 
Service Advisor/

Family Cars Incorporated/                                                               Acting Service Head

Suzuki Auto Pampanga





              City of San Fernando Pampanga

January 2, 2010 – August 31, 2010
Credit Councelor
               Bank of Makati









              Balanga City Bataan

August 24, 2009 – December  31, 2010 
Credit Councelor 
              Nova Motor’s Corporation









              Balanga City Bataan

August 11, 2008 – January 31, 2009 
Teller



HenryLhuillier Pawnshop







                            Olongapo city Zambales

May 2, 2006  - June 15, 2008

Admin Assistant

Almen Electrical Supply









              FloridablancaPampanga

· Position(s)/Description(s)

Admin Assistant


Processing details/in charge in all necessary paperwork’s






In charge in all supporting documents

Teller



Over all in charge in western union/redeem of pawn jewelries

Credit Councelor


Credit Investigation/Collection Group

Service Advisor/Acting Service Head – This position exists to support the service & parts department in it's various functions & targets by handling & attending to customer service requirements, thereby ensuring the attainment & fulfilment.

 Answer telephone queries & accept servicing appointment

· assist customer while at the reception area

· prepare job estimates for both labor & parts

· check & follow up availability & prices of parts to the parts department

· prepares checklist of vehicles left for repair

· prepares repair orders

· assign jobs to technician & explains the work required

· discusses with the customer the repair done, the parts used and the total cost of repair

· conducts inspection/quality check on serviced vehicle before releasing

· acts warranty processor & processes insurance claims


· prepare month end sales report

· performs other duties that may be assigned from time to time

Customer Service Advisor 

Answers incoming customer calls regarding billing issues, product problems, service questions and general client concerns

Responsible for maintaining a high level of professionalism with clients and working to establish a positive rapport with every caller

Update customer information in the customer service database during and after each call

Work with the management team to stay updated on product knowledge and be informed of any changes in company policies

Impact the company’s bottom line by problem solving and turning frustrated clients into repeat customers
· Training(s)/Seminar
November 06, 2007 – February 20, 2008


Practice Teaching On & Off Campus









Philippine State College of Aeronautics









Basa Airbase, Floridablanca Pampanga

November 6, 2006 – December 20, 2007


Off Campus Teaching (Highschool)









San Jose National High School









San Jose Floridablanca Pampanga

December 15, 2005 – December 20, 2005


Christian Life Program (Single for Christ)









Floridablanca, Pampanga

July 11, 2005 – July 30, 2005



Namfrel Quick Count (Volunteer)









Municipality of Floridablanca









Floridablanca, Pampanga

March 29 – March 30, 2012



Kizashi Product Familiarization









Suzuki Philippines Inc.










Danny Floro st. Bagong ilog









Pasig City

April 26, 2012





Creating a Winning Professional Image









Lausgroup Conference & Training Center









Jose Abad Santos ave. 









City of San fernando Pampanga

