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Mark
MARK.363933@2freemail.com 

    



JOB OBJECTIVE:

Seeking long term employment in a business organization where I can grow professionally and further enhance my skills, knowledge and experience to face and overcome the challenges of today’s changing work environment. 

To be exposed on opportunities that would enhance my personal and career development, to ceaselessly improve my professional experience while serving a respectable company that offers growth. 

A highly adaptive, multi-tasker and productivity-oriented professional. 

A pro-active specialist accustomed to fast-paced and results-driven environment having the

ability to effectively work as an individual or as part of a team.
WORK EXPERIENCE:

            Company
:
Etisalat – Reach Agency  
                                                 
Mushrif Mall Branch, Abu Dhabi - United Arab Emirates

            Job Title              :
Junior Sales Executive
            Inclusive Dates   :
December 2014 to December 2016
 Roles and Responsibilities
· Collects information required about the account and establishes account profile 


in a professional manner. 
· Handling customer complains or problems he can face during day to day operation.

· Captures maximum business opportunities available in the market to increase the business scale.

· Builds fruitful business relationship with customers.

            Company
:
Max Burger – Landmark Food LLC 

                                                 
Mirdif City Centre, Dubai - United Arab Emirates
            Job Title              :
Management Trainee/ Service Crew
            Inclusive Dates   :
December 2012 – December 2014
Roles and Responsibilities

· Responsible of assisting the guest and ensure guests satisfaction.
· Maintains a high level of communication & feedback within the department.

· Responsible for conducting training for my colleagues to ensure a consistent standard of service.
· Manages shifts, including scheduling, work allocation and cash handling, in absence of supervisor. 

              
Company
:
Wells Fargo Bank – Genpact LLC



Northgate Cyberzone, Filinvest Alabang Muntinlupa City - Philippines
Job Title

:            Process Associate
Inclusive Dates  
:            July 2011 – April 2012
  Roles and Responsibilities

· Responds to all customer queries and requests.
· Worked with upper management to ensure appropriate changes were made to improve customer satisfaction.
· Attracts potential customers by answering products and services queries; suggest information on other products and services.
· Accurately updating customer records with information.
Company
:
Mandata Corporation 

Alabang Hills, Muntinlupa City - Philippines
Job Title
:            Data Entry / Tax Information
Inclusive Dates  :
February 2008 - July 2011
· Address customer service inquiries in a timely and accurate fashion.
· Dealing with calls in a highly professional manner.

· Recommends any potential products and services to management by collecting customer inputs.

· Attends to any products and services complaints and implements corrective actions
Company
:
Jollibee Food Corporation
                                   
Metromall Branch, Las Piñas City - Philippines
Job Title
:            Stockman / Dining Crew
Inclusive Dates  :
October 2005 - April 2006
Roles and Responsibilities

· Facilitated materials expediting, involving status checking and progressing.

· Keeping the place of work and surrounding area clean and organized at all times.

· Perform other tasks and duties as the need arise and as instructed.

· Sharpened communication skills by resolving customer complaints and creating win-win solutions to 


their problems.

TECHNICAL SKILLS AND QUALIFICATIONS: 
Proficient in use of MICROSOFT OFFICE such as Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Adobe Photoshop,  
Computer skills:   Typing 50 wpm, proficient in scan/copy/fax
Languages Spoken:   Filipino (Tagalog) - Fluent, English - Fluent
EDUCATION:
Graduate of Bachelor of Science in Business Administration
            
Lyceum of Alabang Muntinlupa City - Philippines


June’06 - March’10



St. Mark’s Institute Las Piñas City - Philippines
Secondary Level

June’98 – March’02

CHARACTER REFERENCE:



Available upon request.


