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MARY
Mary.358430@2freemail.com
PERSONAL PROFILE:

A career-oriented and very enthusiastic individual who can cope with pressure in any working environment. Has a goal to pursue a career in which the company will benefit with my personality, competency and skills in attaining its goals at all times. 

EDUCATIONAL QUALIFICATION:

2002 - 2006
College Degree, Polytechnic University of the Philippines

Bachelor in Advertising and Public Relations 1998 – 2002
Secondary Education, Parang High School

1992 - 1998
Elementary Education, H.Bautista Elementary School

WORK PROFILE:

Business Development Executive/Tele Sales/  Back Office Representative/ Partner Resource
DU Project - Amaal Commercial Brokers LLC – Eyeconnect/ Belhasa Group 
February 2015 – Present
· Handles DU Telecom Accounts

· Manage CRM inquiries and order taking of new and existing customers

· Doing outbound calls to new and existing customers

· Processes new sales leads through CRM and Siebel software
· Processes corporate orders and tracks the order until it gets delivered and activated

· Validates documents after the initial process

· Manages the correspondence between the sales team and DU back Office

· Identifies and escalates situations requiring urgent attention

· Tracks and routes problems, requests and document resolutions

· Monitors customer accounts

· Provides data and reports to help the sales team
· Keeps track of sales targets

· Assists with request for proposals/ information

· Documents and maintains current sales and DU policies and procedures

· Supports Partner Resource and coordinates with HQ as needed

· Generates weekly/ monthly related sales reports to the management

· Handles customer’s complaints and queries

· Scanning the documents company-wise

· Sends orders to the DU back office for proper handling

· Follows-up orders either by mail or by phone

· Contacts clients for delivery and provides special numbers if required

· Coordinates with the sales team all pertinent issues encountered by their customers, addresses each and every issue and ensures proper resolution

· Selling DU services, Enterprise postpaid lines

· Provides the highest levels of Customer Care to Enterprise Customers

· Responsible for dealing with Enterprise customers and giving relevant feedback on issues reported

Senior Account Manager

Branders.com – International US Company 

International BPO Company- Call Center - Manufacturing and Logistics Based in the Philippines

April 2010 – January 2015

· Handles US business accounts and government institutions. 

· Doing outbound and inbound call from US leads.

· Selling promotional items to US companies, government and organizations. 
· Be able to give 100% satisfaction to US customers using online promotions. 

· Handles shipping and delivery of the items from vendor to customers.

· Coordinates with different vendors in regards to margin and stock availability.

· Cold calling and lead generation to create a book of business.

· Handling online orders from the company’s website.

· Meeting the target on weekly and monthly basis.

Customer Service Representative, SYKES ASIA 

International Call Center Company in US
September 2009 -  April 2010    
· Handles National Pen Account – US international promotional company

· Mostly doing outbound calls for consumer who needs promotional items.

· Handles Johnson and Johnson account.

· Doing inbound calls and technical support for Virgin Mobile Canada.

· Customer service for different accounts of Sykes.

Account Executive, Modern Imaging Solutions

International Call Center Company in US

June 2009 – September 2009

· Contacts businesses by phone and obtains customer information

· Captures pertinent customer data elements

· Develops and maintains a good understanding of the services provided by the business units the call centre supports

· Keeps up-to-date with relevant changes to procedures, technology, and services provided to clients

· Develops and maintains positive and productive working relationships with team members and colleagues
· Data entry and maintenance of customer or potential customer data bases
· Sells General office supplies, janitorial items and furniture. 

· Sells cartridges, toners and IEM supplies.

· Doing outbound and inbound call from US leads.

· Cold calling and lead generation to create a book of business.

Account Executive/ Call Center  Agent

National Pen Philippines – International US Promotional Company In US

April 2007 – June 2009  

· Handles US companies that needs promotional supplies.

· Doing outbound call everyday to meet sale quota.

· Sells promotional pens, calendars and office supplies with their company logo

· Contacts businesses by phone

· Obtains customer information

· Receives and responds to telephone inquiries from clients working to the call centre service standards

· Provides timely, accurate and helpful advice and information to clients

· Receives and responds to email inquiries from clients
· Captures pertinent customer data elements

· Develops and maintains a good understanding of the services provided by the business units the call centre supports

· Keeps up-to-date with relevant changes to procedures, technology, and services provided to clients

· Develops and maintains positive and productive working relationships with team members and colleagues

· Data entry and maintenance of customer or potential customer data bases
· Routes calls to appropriate resource

· Researches required information using available resources
Customer Service Representative, Lugic Inc Philippines

August 2006 – April 2007  

· We provide customer contact services solutions across different industries. We sell web designing to UK business.

· Handles mortgage in UK consumers

· Helps the clients starting from the installation of the equipments up to surfing the internet and creating their e-emails

· Responsible for answering the calls of clients from United Provides further assistance or tutorials to clients who are first-timers in using computer applications

· Maintains an up-to-date knowledge on application software such as Operating Systems, Anti-Virus softwares, etc.
· Maintains a professional relationship with the clients and communicates with them politely to achieve rapport

· Develops the reputation, customer loyalty and excellent customer service to make sure that the clients will stay and do business with the company 

Other Skills and Competencies:

· Proficient in the use of application softwares such as MS Office Applications (MS Excel, MS Word, MS PowerPoint, Internet Search Engines)

· Can operate office equipments like computers, fax machines, scanners and printers

· Can troubleshoot DSL and computer-related issues

· Has background on skills with people

· Fluent in oral and developmental writing skills

· Can communicate well with people from all walks of life and can easily connect with clients’ need.

· Customer-focused and can communicate well to achieve coherence in team activities

· Committed to high standards and quality results

· Time management and flexibility

· Has the ability to communicate effectively

· Teamwork and cooperation

· Organizational commitment

· High standard of personal motivation and initiative

· Ability to respond positively to working within a pressurized environment

PERSONAL DETAILS:

Place of Birth
Manila  Philippines





Civil Status
Single

Height

5'2







Religion

Christian

Nationality
Filipino







Visa Status:
Employment
Languages
Tagalog, English 

