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Objective:

To be able to contribute my knowledge and skills in a competitive company giving me importance of optimizing professional growth and development for advancement in the organization.

Educational Attainment:

Tertiary:



Sta. Isabel College – Taft Ave., Manila

Bachelor of Science in Commerce

Major in Management (1990-1995)

Secondary:



Paco Catholic School (1986-1990)

Paco, Manila

Elementary:



Paco Catholic School (1980-1986)

Paco, Manila

Work Experience:

QUALITY RELIANCE CERT MIDDLE EAST MANAGEMENT

ISO Consultancy Firm

Room 108, Najda St. National Cinema Building, Commercial Area

Team Leader ISO Department

August 2015 – Present

· Keeping a track of the team’s sales target for each marketing executives every month
· Continuously monitoring the team target calls per day.
· Monitor the status of the potential and interested clients
· Encourage the members to handle their queries by themselves and teach them techniques how to convinced clients
· Prepare and submit weekly marketing calls report to the overall marketing head
Senior Marketing Executive

May 12, 2013 – August 2015

· Calling different companies in all emirates to enquire if they have a requirement or plan with regards to ISO certification and municipality requirements such as AD EHSMS, QHSE Plan, etc.
· Get proper details of the company activities, size and name of the concern person, contact details and company’s requirements.
· Prepare contact form of the potential and interested clients to be use for follow up calling.
· Keep file for client category such as potential, interested and signed clients.
· Each marketing executive should update the marketing shared every day to avoid problem to the potential and interested client being called.
· Prepare and send quotations, company profile and details about different ISO standards and AD EHSMS thru email for those potential and interested clients.
· Give clients brief overview about ISO standard which is applicable to company’s activity, its advantage and benefits to the company.
· Convince client over the phone to take ISO certification.
· Set meeting with the decision maker of the company for a discussion and finalization about ISO proposal that has been sent.
· Prepare revised proposal upon client’s request and special instructions.
· Follow up on first payment to proceed with the consultancy.
· Forward payment (cheque copy or cash) to the accounts department for collection.
· Prepare Intercom to indorse signed client to the technical department.
TELETECH CUSTOMER CARE MANAGEMENT PHILIPPINES, INC.

Building F, SM, Corp. Offices 1000 Bay Boulevard, SM Central Business Park, Bay City, Pasay City, NCR 1300, Philippines

Customer Service Representative or Live Chat Associate 1(Australian Account)

August 31, 2012 – March 30, 2013

· Assisting customer enquiry via Live Chat.
· Answers customer enquiry with regards to billing, services and products.
· Process customers request, billing disputes and raise service request if necessary.
· Assisting customer with regards to their complaints.
· Connecting customer to proper department like technical and sales.
TELETECH CUSTOMER CARE MANAGEMENT PHILIPPINES, INC.

Building F, SM, Corp. Offices 1000 Bay Boulevard, SM Central Business Park, Bay City, Pasay City, NCR 1300, Philippines

Customer Service Representative or Back Of House Specialist.

February 01, 2010 – June 30, 2012.

· Processing back of house work for an Australian Telecommunications Company.
· Transferring customer’s services (mobile, fixed line, cable and internet service) into different customer or billing account upon request.
· Modifying, disconnecting, suspending, resuming and adding new service or bundle on customer’s account upon request.
· Raising concerns regarding non-related working procedures.
· Providing a working user procedures to SME (Subject Matter Expert) or Team Leader.
· Calling customer to verify some information regarding their request or to advise them regarding change of appointment.
· Making end of day reports upon team leader’s request.
· Assigned to make a weekly and monthly report regarding team APT (Average Processing Time).
· Processing & completing orders in error due to system migration.
· Assignation of orders to proper reprocessing queue.
· Logging of service request to proper department for orders in error.
FSEC Enterprises

Parian, Laguna Philippines

Purchaser

December 2006 – December 2009

· Review and approve purchase order placement of purchasing assistants and buyers for accuracy and optimum delivery and pricing.
· Review purchase order claims and contracts for conformance to company policy.
· Develop and implement purchasing and contract management instructions, policies, and procedures
· Meets with vendors to negotiate improved pricing, product quality, and delivery.
· Negotiating and supervising supply contracts and formulating policies with suppliers.
· Participate in the development of specifications for services, equipments, products, supplies or substitute materials.
· internal product development meetings to identify new product
demands, schedules, and procurement needs. Forecasts requirements and orders products to meet sales demands.

Pinoy Waffle Co.

Manila Philippines

Franchisee

April 2004 – September 2006

· Franchise owner of  Lotus Mall branch, Cavite Area
· Selling Pinoy Waffle product in the food court with hi-end cart and a 2 employees
· Follow rules and regulations of the mall and the franchiser
· Pay every month a royalty fee to the franchiser.
· Take order of the product every two weeks
· Pay employees salary every two weeks
· Prepare marketing promos to attract customer
· Set meetings with school coordinator for business possibilities
· Think of other marketing plans to gain more income
Al Sabliya, Roche’

Jabriya, Kuwait, Kuwait

Assistant Store Supervisor

August 2003 – October  2003

· Help organize company employees with regards to their work schedule
· Handle employees performance reviews
· Helps to train employees
· Assist in incorporating a company’s guidelines and mission
· Help the manager to motivate staff and work as a team
Al Sabliya, Roche’

Jabriya, Kuwait

Cashier

October 2000 – August 2003

· Handle cash register
· Handle customers payment via cash or credit cards
· In charge of handling the petty cash
· Taking orders from customers
· Fax special orders to the production
· In charge of the everyday orders for the shop
· In charge of the returns of the expired sweets and cakes
Awards and Achievements:

Employee of the Year 2015

Employee of the Month

(Highest Sale Employee)

July, August, September, October 2014

Best Team of the Month

Team with Highest Sale

November, December 2014

Best Performer

Quality Reliance Middle East Cert

September 2014

Perfect Attendance Awardee

Telstra Account

March 2012

Perfect Attendance Awardee

Telstra Account

June 2011

Employee of the Quarter Awardee

Telstra Account

June 2011

Employee of the Quarter Awardee

Telstra Account

March 2011

Seminars and Training Attended:

Internal Audit Training Course for Integrated Management System  (ISO 9001:2008, ISO 14001:

2004, OHSAS 18001:2007) by Mr. Rehan Ul Islam Danish

March 2014

WCS (Written Communication Standard) by Lan Baluyot January 18, 2013

IELTS Review – Niners Review Center

November 5, 2012

Live Chat Training by Chris Rengel Saguid

August 30 – October 12, 2012

Cultural Immersion (Australian Culture) by Robert Smith October 15 – 19, 2012

GEM Training (Grammar for Electronic Messages) by Kelly October 13 – 14, 2012

Triage Training

February 01 – February 26, 2010

MIP Training (Migration Interim Process)

February 16, 2011

Qualifications / Skills:

Computer Literate - MsWord, MsExcel, MsPowerpoint, MsOutlook 2007 Proficient in English and Filipino

With average written & oral communication & interpersonal skill Career-oriented, flexible & self-motivated System Trained

· Siebel Production

· SOTB (Sales Order To Billing Error Management System)

· BigPond MOBY

· Foxtel Viva Look Up Validation Tool

· MIP (Migration Interim Process)

· ESQ (Enhanced Service Qualification Web Front End)

· E-east Address Search

· Legacy (MICA, Flexcab, Start, Axis, NPAMS)

· Right Now

· Genesys

· Wontok

· MDUM

· Bigpond Usage Meter

· Landing Page for BigPond

· Kronos

· Oracle
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	Status:
	
	Married

	Religion:
	Catholic

	Citizenship:
	Filipino

	Birth Date:
	December 22, 1973

	
	

	
	


