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Objective: 
To take part with the Company’s energetic Teams where I can prove my ability and skills through continuous learning and hard work that serves and contributes to the goals of a dynamic organization in achieving further growth and development.

PROFESSIONAL SUMMARY EXPERIENCE:
Kinetic Human Division  Phils. Inc.– BPO (PPCnSEO)
Campaign/ Call Floor Manager/ (Project Based-Sales)/ Admin Manager/ Facilities Manager
November 2014- Present
Duties & Responsibilities 
· Manage and supervise campaigns within shift schedule.

· Coaches call floor supervisors on a daily basis to ensure smooth operations.

· Authenticate and check supervisor reports prior to submission to concerned departments & Clients.

· Coordinate directly with Clients on Campaign progress.

· Implement house rules as well as campaign policies.

· Regular conference with Clients for campaign development methodologies.

· Oversee existing campaigns’ activities within shift.

· Train new agents as required by Campaign Clients.

· Collate and submit updated reports on a daily basis (internal & external).

· Resolve escalated calls – specifically sales calls (financial campaign).

· Coordinate and reports directly to Operations Manager.

· Provide assurance that all agents and team leads are performing assigned tasks/duties on the call floor.

· Ensure all company policies are observed at all times.
Team Leader (Project Based)
March 2014–October 2014
Duties & Responsibilities 
· Supervise campaign within shift schedule.

· Coaching of agents on a daily basis to ensure smooth operations.

· Authenticate and double check supervisor reports prior to submission to concerned departments & Client.

· Coordinate directly with Clients on Campaign progress.

· Implement house rules as well as campaign policies.

Campaign/ Call Floor Manager/ (Project Based-Sales) 
January 2014–March 2014
Duties & Responsibilities 
· Manage and supervise campaigns within shift schedule.

· Coaches call floor supervisors on a daily basis to ensure smooth operations.

· Authenticate and check supervisor reports prior to submission to concerned departments & Clients.

· Coordinate directly with Clients on Campaign progress.

· Implement house rules as well as campaign policies.

· Regular conference with Clients for campaign development methodologies.

· Oversee existing campaigns’ activities within shift.

· Train new agents as required by Campaign Clients.

· Collate and submit updated reports on a daily basis (internal & external).

· Resolve escalated calls – specifically sales calls (financial campaign).
· Coordinate and reports directly to Operations Manager.

· Provide assurance that all agents and team leads are performing assigned tasks/duties on the call floor.

· Ensure all company policies are observed at all times.
Call Floor Supervisor (Project Based)
September 2013–January 2014

Duties & Responsibilities 
· Oversee existing campaigns activities within shift.

· Train new agents as required by Campaign Clients.

· Collate and submit updated reports on a daily basis.

· Perform quality assurance tasks.

· Resolve escalated calls – specifically sales calls.
· On Call duty whenever needed.

· Coordinate directly to Operations Manager.

· Provide assurance that all agents are performing on the call floor.

· Ensure all company policies are observed at all times.
Customer Service Representative (PPCnSEO–UK)
July 2013– September 2013

Duties & Responsibilities 
· Perform outbound calls to prospective customer.

· Provides accurate information on web products and services.

· Coordinates with sales department   on customer information and interest.

· Educating customers on web needs to improve current website.

· Maintain high and world class customer service value in respect with Company’s aim to attain the number 1 slot in customer service in SEO–Search Engine Optimization web service and products.
Wright International Manpower Corp.
Manpower Supply Agent
September 2012 –  July 2013
Duties & Responsibilities 
· Conducts preliminary interviews on prospective applicants.

· Visits applicants on different towns.

· Provides full assistance on applicant’s interviews and medical examinations.

· Coordinates applicant information and queries.
· Provides travel and destination information to applicants.
· Manage contract verification on concerned government institutions.
NCO Philippines Clark, Inc. – BPO (T-Mobile, USA)
Sales, Technical,  & Customer Service Representative 

T-Mobile USA – Prepay (General Care)// CCSR-TSR
February 2010 – September 2012

Duties & Responsibilities 
· Support customer’s issues in accordance with company policies.

· Perform telesales (educating customers and achieve sale per call) in full view with customer’s account and lifestyle.

· Performs technical handset and device troubleshooting (all types of mobile phones). 

· Online assistance on customer’s device issues and technical provisioning.

· Activates customer’s accounts.

· Provides accurate information on customer’s account and coverage.

· Adds refills and maintain account’s accurate functions to deliver customer’s delight and satisfaction.

· Educating customers on rates, coverage, account’s features, and device functionalities.

· Maintain high and world class customer service value in respect with Company’s aim to attain the number 1 slot in customer service in the whole of United States.
TECHNO CAST PRECAST – TCP 
Personal Assistant to the Managing Director
January 2007 – March 2009

Duties & Responsibilities 
· Performs all P.A. & Secretarial functions and responsibilities.

· Prepares inquiries and Purchase Orders.

· Address tasks and issues to Department Heads.

· Assists Accounts Department in preparing company invoices to clients.

· Follow up inquiries and L.P.O’s. (Suppliers & Clients).

· Maintains availability of office stationeries and supplies.

· Attending incoming and outgoing calls and inquiries (inshore or offshore).

· Maintains safety and confidentiality of all Administrative and Accounts’ documents.

· Officer in Charge for Human Resources and administrative communication systems.

· Manage and attends client inquiries for projects (i.e.: gathering inquiries, product introduction, sales and follow ups of Contract Agreements).
· Oversee and ensure sales quota is achieved (sales & marketing).

Digital Telecommunications - DIGITEL
Sales Officer
January 2005 – January 2007

Duties & Responsibilities 
· Conduct saturation drives-area selling on feasible areas.

· Collecting data and information of clientele.

· Prepares Invoices and turn-over.

· Prepares section mapping and Telephone Line Availability Reports.

· Prepares reports and encodes accountabilities and receivables.

· Responsible with client interviews and community relations.

· Attending client inquiries.
ACE Promotions & Marketing Corp.
Document Controller / Promo Area Supervisor-Sales
January 2001 – January 2005

Duties & Responsibilities 
· Officer in Charge for Human Resources.

· Handles all Company Administration’s pertinent documents.

· Manage document follow ups and applications at the City Hall.

· Provides manpower sourcing and briefing/ orientations.

· Constant meeting with Company Director and superiors for the improvement of manpower resources, public relations, deployment, and government relations.

· Attends client requirements for area promotions of products.

· Maintains safety and confidentiality of all Administrative and Accounts’ Documents.

· Manage and attends client inquiries for projects (i.e.: gathering inquiries and follow ups for Contract Agreements).

· Manage direct marketing strategies and supervise hard selling.

Chattrwittaya Bilingual School
English Teacher
January 1999 – April 2000

Duties & Responsibilities 
· Adviser K-3 Class.

· English Subject Teacher for Grades 1 – 6 and High School.

· Subject Teacher for English Computer & English Physical Education.

· Coordinator for Filipino teachers.

· Prepares effective teaching methods in accordance with the school English curriculum.

· Prepares effective lesson planning as per school guidelines and methods.

· Maintains atmospheric relationship with students providing enjoyment with subjects handled and execution of teaching methods.

· Provides class and individual counseling with students who have problems to further and enhance interests.

· Provides individual tutorials and mediums for slow learners.

· Prepares examinations and quizzes.

· Prepares grades and parental meetings for student performances.
Aldrees International Construction Supplies
Corporate Secretary/ Personal Assistant to the G.M.
November 1996 – November 1999

Duties & Responsibilities 
· Performs all Secretarial functions and responsibilities.

· Prepares inquiries and Purchase Orders.

· Assists Accounts Department in preparing Company Invoices.

· Follow up inquiries and L.P.O’s. (Suppliers & Clients-Offshore and inshore), sales & marketing.

· Maintains availability of Office Stationeries and documents.

· Attending incoming and outgoing calls and inquiries (Suppliers & Clients).

· Maintains safety and confidentiality of all Administrative and Accounts’ Documents.

· Officer in Charge for Human Resources (recruitment from overseas).

· Manage and attends Client Inquiries for projects (i.e.: gathering inquiries and follow ups for Contract Agreements) – showroom and site visitations.

EDUCATIONAL ATTAINMENT:
College
: Bachelor of Science in Information & Computer Science


  Baguio Colleges Foundation



  Baguio City, Philippines



  1986 – 1989 (Undergraduate)

Secondary
: St. Pius X Institute


  Cuyapo, Nueva Ecija



  Philippines



  1982 – 1986

Primary
: Marcos – Jose Elementary School


  Cuyapo, Nueva Ecija



  Philippines



  1976 – 1982 

SPECIAL SKILLS:
· Excellent ability and interest in Public Speaking (i.e.: Stage Drama and Music - Literature) .

· Efficient in MS Office Applications (Word, Excel, PowerPoint, Publisher)

· Sufficient knowledge in Windows Operating System.

· Excellent in both oral and written English. 

· Aggressive and can handle given work even under pressure with minimum supervision.

· Above average typing ability.
HOBBIES/ PAST TIME:
· Playing guitar (widow type) and singing (ballad, folk rock, love songs).

· Writing (songs, poems, quotes, short stories).

· Public service (charity works with non – governmental organizations, i.e.: Knights of Columbus).

· Photography.

SUMMARY OF STRENGTH AND CAPABILITIES:
· Dependable, hardworking, honest and trustworthy.

· Responsible and can work independently with or without supervision.

· Flexible and organized.

· Goal oriented bearing excellent interpersonal and customer handling skills.

· Excellent ability to work in a team of dedicated personnel.

PERSONAL DATA:
Date of Birth

: 11th January 1970

Age


: 44 Years Old

Nationality

: Filipino

Civil Status

: Married.
