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DOB & PLACE:
21 August, 1988
Philippines
Marital Status: 

Single
Nationality:
Filipino
Language:

English & Tagalog
Visa Status: 

Tourist Visa 

	Personal Statement
Experienced in Customer Service Industry, Handled inquiries and provided best possible solution on the matter in the shortest period of time without sacrificing the quality of work.  Excellent in both spoken and written communication skills. Accustomed to long work hours.
Career Objectives
To obtain a position in a growth oriented, progressive company so that I can utilize my knowledge and skills in an environment where they will make significant impact on the bottom line. Ideal atmosphere would be hospitality and one in which tailor-fitting a solution based on customer’s needs and inquiry is required.
Education
Bachelor of Science in Hotel and Restaurant Management 

Our Lady of Fatima University Lagro, Quezon City Philippines S.Y.2009
Novaliches High School 

Novaliches, Quezon City Philippines S.Y. 2006
Key Skills 
· Well experienced in computer operations- MS Word, Excel, Power Point and Internet.

· Excellent Communication Skills both Oral and Written

            (English, Filipino)
· Capable in working quickly and accurately under pressure to successfully meet short deadlines.

· Hardworking and able to work with minimal supervision.
· Fast learner in acquiring new knowledge and willing to undergo training and education in any new task.
Career Path and Experience Profile
· PREVIOUS EMPLOYER 

Aditya Birla Minacs
Makati City, Philippines

Period Covered: June 2015 to January 2017
Position: New-Hire Trainer
      Duties and Responsibilities: 

· Designed effective training program for both new and existing call center employees.

· Trained all newly hired staffs on scripts to use on calls.

· Provided training regarding customer service skills.

            West Contact Services
            Makati City, Philippines
            Period Covered: September 2013 to June 2015
            Position: Customer Sales Representative

      Duties and Responsibilities:

· Serves customer by selling products; meeting customer needs.
· Services existing accounts, obtain orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.
· Submit orders by referring price list and product literature.
· Resolves customer’s complaints by investigating problems; developing solutions; preparing reports; making recommendations to management.
U.S. Autoparts
Mandaluyong City, Philippines

Period Covered: June 2012 to September 2013
       Duties and Responsibilities:

· Assists customers in placing orders of the right part they need.

· Handles return and exchange procedure to the customer to ensure swiftly process.

· Assists customer troubleshooting their vehicles over the phone.

             Sykes Asia

             Pasig City, Philippines

             Period Covered: January 2012 to June 2012

             Position: Customer Service Representative
      Duties and Responsibilities:

· Assists customers in placing a hotel reservation over the phone.
· Provides information depending on the customer’s inquiries. 
· Processed customer’s freebies, rewards and perks based on their loyalty membership points.
· Frequently checking with the partner properties’ room availability, price and events to maximize customer service satisfaction.
PCCW Teleservices Inc.
Pasig City, Philippines

Period Covered: March 2009 to December 2011
Position: Technical Support Specialist

      Duties and Responsibilities:

· Troubleshoots Nokia devices over the phone.
· Provides customer the latest deals, offers, applications and feature based on their handset.

· Caters for the whole South-East Asia Region.

            E4e Teleservices
            Pasig City, Philippines

            Period Covered: August 2008 to February 2009
            Position: Customer Sales Representative

      Duties and Responsibilities:

· Handled two accounts per day.
· Took calls for googletreasurechest.com. Providing customers information and deals regarding their website optimization subscription on the first half on the shift.

· Took calls for a dietary supplement. Providing customers information about the product and placing orders on the second half on the shift.

            Information Technology Customer Care Inc.
            Quezon City, Philippines

            Period Covered: October 2006 to June 2008
            Position: Editor / Team Leader

      Duties and Responsibilities:

· Second passes transcripts of foreign news programs such as CNN and National Public Radio before sending to clients for quality assurance.
· Provided weekly training to subordinates regarding updates, client specifications and work load assignments.

· Provided weekly calibration of equipment to assure maximum productivity of each team member.

· Provided the management any concern regarding production to assure quality and to make sure future business with clients. 

   References will be available upon request. 
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