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CAREER SUMMARY: Highly competent, passionate and with commendable track record.  Well experienced on different phases of customer service. Possess strong leadership, customer service satisfaction and proficient to communicate to all levels in the organization plus results oriented to meet or exceed goals. 

WORK EXPERIENCE

LOGISTICS COORDINATOR  / TECHNICAL STAFF 
DIAMOND SWORD COMMERCIAL AGENCIES EST.

P.O. Box 72782 Electra St. C88 Bldg. Tower A 2nd flr. 

Abu Dhabi, UAE, (March 12, 2013 up to Present)
ROLES AND RESPONSIBILITIES:
· Handles company distribution, stocks, samples and import materials
· Responsible in searching freight agencies that would benefit the interest of the company.
· Coordinates to different  suppliers/manufacturer in different country.  
· Coordinates the shipment for the project stocks and sample for the client.
· Bargaining with the freight agencies on shipping cost and transit time.
· Nominates the freight agency who will handle the shipment.
· Monitor all the shipments for departures, transit time and estimated arrival.
· Communicate with the supplier, shipper for timely courier of shipping documents, checking draft shipping documents and approves before it will courier.
· Communicate between the freight agency and the contact person who will receive the goods for the delivery location date and time.
· Checking and on the shipping invoices from the freight agencies for all the charges after the delivered shipment before sending it to accounts department. 
· Will coordinate with the store keeper/ warehouse clerk before and after the goods will be deliver.
· Coordinate with the sales team (executive, manager, General Manager and director) for their imports goods for the delivery details.
· Coordinate/follow-up payments to the accounts dept. for the shipper/supplier.
· Doing quotations, technical submittals as well,
· Data entering  for company registrations
CUSTOMER SERVICE REPRESENTATIVE 

BAYAN TELECOMMUNICATONS INC. (BAYANTEL)

Roosevelt Avenue, Quezon City, Philippines
May 3, 2012 to February 27, 2013
ROLES AND RESPONSIBILITIES: 
· Pleases customers with a hospitable approach in helping them with their queries.

· Performs excellent communication skills and product knowledge.

· Retains existing customers by building rapport and providing customer satisfaction.

· Maintains proper records of all the transactions, sales, and complaints taken place, and ensure a proper follow-up when required.

· Provides timely solutions of the customer queries, and ensure that the problem does not occur again.
· Directs the customer to the right person in-charge (a supervisor or manager), if handling the query is beyond my authority, so that the solution is attained immediately.
· Keeps the organizational data and consumer information confidential.
· Handles workload and customer queries with patience and empathy, and to not let work pressure reflect on the way dealing with clients

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Maintains financial accounts by processing customer adjustments.

· Contributes to team effort by accomplishing related results as needed.
PROPERTY SALES CONSULTANT 

SM DEVELOPMENT CORPORATION 

New Manila, Quezon City, Philippines

May 6, 2010 – April 25, 2012
ROLES AND RESPONSIBILITIES: 
· Achieve individual monthly / quarterly sales targets as set by management.

· Complete all necessary documentation associated with listing and selling property, including preparation and execution of sales agency agreements and advertising material.

· Assist the organization gain a better market share by identifying, recommending and implementing improved selling and marketing strategies.

· Ensure potential customers are provided with reliable and accurate advice regarding property movements and industry trends 

· Plan, design and conduct appropriate marketing and selling strategies for properties within budgetary limits 

· Assist when required in preparing and providing various sales reports for the sales manager.

· Involved in activities designed to assist in gaining a greater market share, including telephone canvassing, door knocking and leaflet drops.

· Support when required with any internal project und undertaken.

· Help out the organization achieve budgetary targets from its sales activities 

· Ensure punctual attendance for all internal and external business commitments 

· Participate in key result area and key performance indicator review processes to establish areas for improvement. 
· Maintain a high professional and ethical profile in accordance with industry and company standards and maintain a well groomed and business like appearance
ADMINISTRATIVE ASSISTANT 

TOTAL QUALITY MACHINES INC.  

Malate, Manila, Philippines

August 10, 2009 – April 25, 2010
ROLES AND RESPONSIBILITIES: 
· Provide general support to the employees and the visitors with the day-to-day affairs.

· Monitors visitor access and issues passes when required.

· Receives, sorts, and routes business mail, and maintains and routes publications

· Maintains main fax machine, assists users, sends faxes and receives and routes incoming business faxes.

· Releases checks to suppliers and contractors

· Orders, receives and maintains office supplies.

· Creates and prints fax cover sheets, memos, correspondence, reports and other documents when necessary.
SUMMARY OF EXPERIENCE IN HOSPITAL OPERATIONS

REGION 1 MEDICAL CENTER

Dagupan City, Pangasinan 

June 2007 – March 2009 

LUZON MEDICAL CENTER 

Dagupan City, Pangasinan 

June 2007 – March 2009
NATIONAL CENTER FOR MENTAL HEALTH

Mandaluyong City, Metro Manila

May 2008 
TRAININGS AND SERMINARS ATTENDED 

· Work Seminar on Preventive Cardiology for Teachers and Nurses

Dagupan City Peoples Astrodome

February 19, 2008

· Red Cross Training

University of Luzon, Dagupan City

April 20, 2008

· Basic Life Support Training

University of Luzon, Dagupan City


April 22-25, 2008

· CPR Training for Health Care Provider

University of Luzon, Dagupan City

May 20, 2008

· Ten Regional Nursing Research Congress

St. Luis University, Baguio City

September 9, 2009

EDUCATION

BACHELOR OF SCIENCE IN NURSING

University Of Luzon 

Dagupan City, Pangasinan

Year Attended: 2005 to 2009

QUALIFICATIONS 

· Able to efficiently handle work even under pressure and can meet deadlines.

· Capable to demonstrate ability to work in a self-directed, high energy, fast paced environment. 

· Possesses strong organizational and time management skills. 

· Can exemplify ability to solve critical setback and can build effective relationship with individuals at all levels within the organization. 

· Have working knowledge of Microsoft Office applications including Outlook, Word and Excel. 

· Proficient to converse outstandingly both written and verbal. 

· Highly motivated and responsible. 

· Energetic, hardworking and honest. 

PERSONAL INFORMATION

Age


: 26 y/o

Provincial Address
: Malasiqui, Pangasinan 

Nationality

: Filipino
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