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NIKKA 

Email: nikka.353834@2freemail.com 
Objective
To seek employment where opportunity for career growth advancement is highly encouraged.
To get involve with a company that can offer mobility to those hardworking employees and values each and everyone’s contribution to the company
Work Experience

FAST RENT A CAR LLC
Customer Sales Associate
October 2016- January 2017
· Meet and greet customers and guests

· Answer customer queries of products and services
· Assists customers with their vehicle rental to ensure a positive customer experience

· Prepares customer rental contracts and invoices 
· Promotes additional products and services
· Send email updates to customers regarding their queries, requests and complaints
· Organize and maintain customer files and office documents

· Maintain customer database

· Makes file reports to immediate supervisor of daily rental sales and issues
· Monitor appropriate use of office supplies and oversee inventory

AVIS UAE Rent A Car  Co. LLC

Administrative Assistant / Counter Rental Agent
December 2014- May 2016
· Meet and greet customers and guests

· Answer and transfer calls of guests or customers

· Organize and maintain customer files and office documents

· Maintain customer database

· Send email updates to customers regarding their queries, requests and complaints
· Makes file reports to immediate supervisor of daily rental sales and issues
· Assists customers with their vehicle rental to ensure a positive customer experience
· Promotes additional products and services

· Prepares customer rental contracts and invoices 
FILM PABRIKA INC.

Production Manager
April 2011- June 2014
· Submits Director’s reel to Advertising Agencies for bidding
· Prepares production cost estimates for bidding and submit to advertising agencies
· Briefs director and production team of Clients’ objective for the TV ad
· Coordinates with director and production house for the production of the TV commercial
· Ensures that production is within cost estimate
· Secure director’s complete understanding of clients’ desired objective and understand marketing strategy
· Prepares pre- production requirements/ agreements to be presented to Advertising Agencies and Clients
· Helps in organizing meetings for director and advertising agency/client for presentation of materials
· Logs report and approved shots during shoot for director’s reference materials
· Manages funds used during preps and post shoot
· Arrange for daily transportation for all production staff, agency people and clients for all meetings
· Reserve in advance all locations for the shoot, editing suites, conference rooms
· Book in advance all talents and production staff 
· Arrange delivery of food and equipment during shootings and meetings

· Coordinate with all involved for schedule and location of rehearsals, test shoots and actual shoot dates

· Ensure proper documentation and permits for the event
UNITEL PRODUCTIONS 
Production Assistant

September 2009- March 2011
 
· Prepares pre- production requirements/ agreements to be presented to Advertising Agencies and Clients.
· Helps in organizing meetings for director and advertising agency/client
· Logs report and approved shots during shoot for director’s reference materials
· Communicate with all people involve via emails and phone calls of production schedule, location and agenda of meetings
· Book flights, transportation, hotel accommodation, catering, equipment for out of town shoot
· Prepare location and shooting permits and coordinate with proper authorities if necessary
· Negotiate rates and talent fees of production staff
· Report and submit documentation and necessary papers for signature to the production manager and executive producer
· Handles monetary transactions and provide proper receipts and submit liquidation report after end of each project to Accounts Departments
· Delivers final material to agency and client
BANCO DE ORO 
Customer Service Officer – Bank and Credit Card Products

July 2005 – July 2009
· Answered customer inquiries, requests and problems regarding their bank accounts
· Prepares necessary documentation for customer accounts
· Sells optional products to customers and potential clients
· Coordinate with other department for clearance of client’s accounts
· Reviews customers’ credit card accounts and provide them with details of their transactions
· Send customer monthly email of their credit card bill and ensure accurate details posted in their monthly statement
· Follow up payments for delinquent accounts
· Handled special projects for the Bank team
AIG CREDIT CARD COMPANY PHILS, INC
Officer – Complaints & Resolution Management Team 

August 2003  – June 2005
· Handled unresolved clients' issues and problems
· Review customer complaints sent via email and analyze the problem that was expressed by customer
· Coordinate with the department concerned to resolve customer’s complaint/problem
· Give customers updates thru phone calls or emails regarding the issues raised by them
· Ensure customer satisfaction at all cost
· Reports to supervisor at the end of day for daily updates of customer’s issues
Educational Attainment
1997 – 2001 
UNIVERSITY OF ST. LA SALLE, BACOLOD
AB Mass Communications
Relevant Skills and Interests
· Excellent customer care and communication skills
· Ability to deal with complaints and resolve issues quickly
· Excellent administrative skills
· Adapts easily on any environment
· Can work efficiently even under pressure
· Ability to build rapport with co employees
· Proficient in Microsoft office
· Ensures confidentially at any level
