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Qualifications Summary:

· Accomplished Executive Assistant, with 17 years of solid experience in a service oriented company, 12 years of which is on executive assistant role, a trusted gatekeeper reporting directly to a senior officer on C-Level Suite.
· Provided exceptional administrative support to the management group and other members of the organization.
· Had substantial exposure in interacting with personnel in a diverse culture and efficiently dealt with partners abroad.
· Highly Developed Customer Service Officer who exemplified the value of giving the superior customer experience.
· Well rounded and optimistic Individual, with ability to multi-task, can work independently with minimal supervision, has good interpersonal skills and has high regards to teamwork, integrity and confidentiality
Experience Summary:

GLOBE TELECOM INC, August 2000 to July 2017

· Executive Assistant to the Chief Technology and Information Officer (CTIO) and Chief Strategy Officer (CSO), June 2012 - July 2017
· Executive Assistant to the VP for Corporate and SME Segment (CSME), July 2009 – June 2012
· Executive Assistant to the VP for Customer Engagement (CE), October 2004 – July 2009
· Customer Service Specialist, August 2000  - October 2004
Key Responsibilities:

· managed diary/schedule/calendar
· screened calls
· practiced decisiveness on incoming and outgoing documents,
· gathered reports
· made travel arrangements / processed visa, arranged hotel accommodations
· drafted correspondence both for internal and external release,
· collaborated with internal colleagues and external partners abroad
· welcomed and entertained guests,


· assisted customers and resolved complaints,
· processed payments, reimbursements and benefit claims,
· managed meeting rooms,
· systematically filed records/documents,
· organized meetings, workshops and events
· ordered and monitored office supplies and other logistical needs in the office
· safeguarded sensitive information
Contributions:

Executive Assistant to the Chief Technology and Information Officer (CTIO) and Chief Strategy Officer (CSO), June 2012 - July 2017

Provided administrative and business support to the Chief Technology and Information Officer (CTIO) and concurrently the Chief Strategy Officer (CSO) of Globe Telcom Inc., the number one mobile brand in the Philippines; Extended support to all other members of the executive

management group;

Extended support to seven (7) big groups under the umbrella of the CTIO. Dealt with diverse talents in the company which includes engineers, IT’s, data analyst, finance personnel, and many others. Point person for logistical needs to keep certain projects running. To help carry out programs and

certain events, the function extends to collaborating with personnel within and outside the company, including partners abroad, vendors and suppliers and hotel partners;

Performed HR functions and worked closely with HR Group on HR related matters like hiring, benefits processing for personnel and served as point person for employee engagement activities.

As the executive assistant of the CSO, the task included budget preparation, consolidation and monitoring. In-charged of logistical requirements on step back sessions and workshops which includes the key leaders of the company. Had close collaboration with the other executives in C-Level Suite. Had multitude experience in gathering big troops for townhall meetings, on behalf of the executive staff.

Prior to being the EA for CTIO and CSO, with the same immediate superior, the experience includes being the EA of the Chief Operating Officer (COO) for International & Business Markets of Globe Telecom Inc. The company arm of Globe that takes care of clients abroad and top corporate clients. The task includes coordination with partners abroad to help deliver customer requirements; a large scale of experience in arranging client meetings and events.

Major contribution to this stint is organizing the 38th and 39th GSMA AP Conference consecutively.

This is an annual gathering of telcos in Asia and the Pacific region.

Executive Assistant to the VP for Corporate and SME Segment (CSME), July 2009 - June 2012

Provided executive and administrative support to the VP for Corporate and Small and Medium Enterprise Segment of Globe Telecom Inc., one of the largest segments in terms of potential market share and revenue;

Consummated the executive’s schedules, ensuring appropriate time allocation for sales reviews of different regions across the country, allocated slot for client visits, trade checks and other field works. In charged of travel arrangements, processed reimbursements and executive’s HR related benefits, prepared and monitored budget. Gathered sales reports and marketing updates, arranged collaboration meetings between the sales, marketing and support groups, to ensure that all efforts are aligned to meet the team’s target, took down notes and monitored action items.

Provided help to the sales force by ensuring they all have the necessary tools for work. Supported the marketing team by coordinating with the events and advertising partners on billing and payment, and provided logistical support on promotional events;

Coordinated with the different channels to ensure seamless process in delivering the customer requirements, contributed to the improvement of certain procedure for better service delivery

Executive Assistant to the VP for Customer Engagement, October 2004 to July 2009

Provided executive and administrative assistance to the VP for Customer Engagement of Globe Telecom Inc.; this is the customer facing unit of the company, considered the most critical group as they handle the main core of the business – the customer. Extended support to three (3) major sub units of the group which includes Customer Service, Credit and Billing Department. Gathered reports across all channels and arranged operational reviews to ensure that all efforts lead to superior customer experience.

Having been chosen from a pool of Customer Service Specialist, the task includes handling high level customers, resolving cases escalated to the office of the head. Raised issues that lead to complaints and integrated with the channels involved for resolutions in order to prevent recurrence of the problem.

Customer Service Specialist, August 2000 to October 2004

Prior to moving as executive assistant, the early years of experience began at the Call Center of Globe Telecom Inc. as a customer service agent. The task includes taking in calls to manage inquiries about the customer’s account, process change in their subscription plan, address billing concerns, hear out complaints and collaborates with other channels for resolution, then provides feedback to the customer. Having been a consistent top performer, the experience also includes being selected to join the Business Development unit under Customer Service Group. The team (who is also known as the Loyalty Team) has been responsible for managing customer rewards and churn management. The task includes calling top clients to offer handset upgrade, bill rebates or other perks in order to keep their subscription with the company. The other responsibility is to touch based with clients who are requesting for termination and make efforts to win them back. The role also includes being in organized events to entertain clients.

Skills / Competencies

· Planning and Management Skills
· Organizational Ability
· Adaptability Skills
· Interpersonal Skills
· Written and Oral Communication Skills: Fluent in English
· Analytical and Problem Solving Skills
· Technical Oversight
· Can work independently with minimal supervision
· Technology Skills: Proficient User of MS Office (Word, Excel, Powerpoint and Outlook). Can also work with google mail and google calendar
Educational Background:

· Bachelor of Arts major in Communication Arts Graduate, June 1996 - April 2000 Miriam College (Formerly Maryknoll College), Quezon City, Philippines
· Secondary (1996) and Primary (1992) School Graduate Siena College, Rizal, Philippines
PERSONAL DATA

· Birthdate: June 2, 1979
· Civil Status: Married (with 2 kids)
· Religion: Roman Catholic
· Nationality: Filipino
· Visa Status: UAE Resident Visa (Husband Visa)
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