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______________________________________________________________________

OBJECTIVE:  To continue improving my skills and prove my qualifications, as well as develop my personal growth. To work efficiently and would become an asset to the company. 

I. WORK EXPERIENCE:


Smart Communications Inc.      
Adaptive Credit & Payment Systems Department

Account Relations Officer
November 2010- March 2013

- Handle and process customer requirements of the group via call-in and call-out for payment arrangement and collection.
- Convert or allow payment arrangement and effect necessary credit balance.
OJT- Securities and Exchange Commission
November 2009- January 2010

- Monitoring Financial Statements and General Information Sheets.



Responsibilities:
- Conduct account reconciliation, do necessary credit action or treatment as lifting, disconnection. recommend bill adjustments.
- Conduct monthly or quarterly post reviews on accounts processed for lifting and bill assignments.
- Escalate connection problem to the concern department via E-mail or call.
- Pacify fuming subscribers.


Responsibilities: 

-Sorting/ Filing of partnership or corporation files.
- Encoding files using Ms Office Applications.

II. SKILLS
- Computer Skill (MS Office Applications)
- Customer Service and Intervention skills
- Keen in details and resourceful in completing projects
- Able to multi task effectively and efficiently
- Able to work in a fast paced environment
- Ethical, Patient, Trustworthy 



III. EDUCATIONAL BACKGROUND:

UNIVERSITY OF SAN JOSE-RECOLETOS
Magallanes, St., Cebu City, Philippines

DEGREE: Bachelor of Science in Commerce Major in Business Administration

June 2006-March 2010

