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Email address:
kimberly.350846@2freemail.com
Residential Address
Al Nasseria, Sharjah–U.A.E. 
Educational Attainment:
Graduated with a degree 

of  Bachelor of Secondary Education (BSED- English)
University of The Visayas-Main Campus
Cebu City, Philippines

School Year: 2009 - 2013
Personal Particulars:
Height / Weight

5’ 1” / 88 lbs.

Civil Status

Single
Nationality
Filipino
Visa Status

Visit Visa
Languages
English, Filipino
Skills:
· Microsoft Office Skills

· Analyzing Information

· Coordination skills

· Interpersonal skills

· Communication skills

· Analytical skills

· Multi-tasking

· Reporting Skills

· Customer Service

· Organizational Skills


	CAREER OBJECTIVE
To express and enhance my knowledge and skills and the willingness to learn new things that would boast up my professional growth, while serving and playing an important role for company’s success and development.

ASSETS AND CAPABILITIES
· Fast learner in clerical and office works, flexible, hardworking, creative, proven to work under  stress and pressure

· Proficient in both oral and written communication.

· Computer literate, proficient in MS Office (Word, Excel)

· With 3 years Call Center working experience.

· Knowledgeable in handling clerical work and good in typing skills.
· Highly trainable, able to work with minimum supervision, and can work on extended working hours as required.

· Is dedicated and loyal to work.

· To be able speak in a friendly way to customers and potential customers, listening to their needs and helping communicate options for them.
WORK EXPERIENCES

   SupportSave Solutions Inc.
        7th Floor, Robinson's Cybergate Cebu, Fuente Osmeña

        Don Gil Garcia St, Cebu City, 6006
          April 2014 – March 2017
          Sales Representative/ Customer Service Representative

  Role & Responsibilities:

· Obtaining clients information by answering telephone calls.

· Determines requirements by working with customers.

· 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.

· Fulfills requests by clarifying desired information, completing transactions, forwarding request. 

· Sells additional services by recognizing opportunities to up-sell accounts, explaining new features.

· Maintains call center database by entering information.

· Keeps the equipment operational by following established procedures.

· 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.

         eBusiness BPO, Inc.
       15th Floor Cebu, I.T. Tower Cebu Business Park, 

        Mindanao Ave, Cebu City, 6000
         October 2013 – April 2014

         Sales Representative for Solar Energy Panel

          Role & Responsibilities:
· Dealing with the customers and analyzing their wants and needs with regards of their electricity. 

· Listens to customer’s queries with shows compassion.
· Gives suggestions and be strategic. 

· Introduce the product and be patient.

· Allows customers to explain their situations fully and ask for more details as needed. 
· Creates a solution to ensure customers they would have a better rate.
· Provides customers a renewable energy consumption though Solar Panel/ Alternative Energy.
· Saving customer’s time and energy and winning their loyalty and provides callbacks if necessary. 
· Ensures the customer to know what interesting facts and benefits of the product. 

· Accommodates the customer’s requirements and ensures to meet their expectations. 

· Always show gratitude for a customer’s time and business with a simple “thank you.”
University of the Visayas
       Dionisio Jakosalem St., Cebu City, 6000 
         June 2009 - October 2013

         Working Student as  School Administrative Assistant / Office Clerk
        Role & Responsibilities:

· Performs office support work of an administrative nature involving responsibility for facilitating management details for a school division director, assistant director, administrator or an equivalent position; and performs other duties as required.
· Handles clerical duties such as handling correspondences, data reports and documents processing.
· Maintains and processes enrollments, transfers and transcripts of records
· Operates office machines such as photocopiers and scanners, facsimile machines and personal computers.
· Compile, copy, sort, and file records of office activities.
· Assists in creating school programs. 

· Maintains schedules and calendar for upcoming Student Support meetings

· Receiving phone calls and providing relevant information
· Trains and supervises new staffs.
· Compilation and maintaining the students’ records
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