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PERSONAL DATA:

Date of birth:
October 17, 1991
Marital Status:
Single
Nationality:
Filipino
Language:
English, Filipino (Tagalog)

EDUCATION:
BACHELOR OF SCIENCE IN INFORMATION SYSTEM
CatanduanesState University
Virac, Catanduanes (2011-2015)

SUMMARY:


Information System Graduate with background experience as a Data Researcher in Philippine Statistic Authority and Customer Service agent in Cebu Pacific Air.


With several years of experience in customer service roles for one of the leading airline in the Philippines and as a data researcher in Philippine government office; I have gain the ability to provide an outstanding service and ensure that I represent any organization in a professional and approachable manner. In experiencing a broad range of customers, I gain solid knowledge about customer service and able to handle complex situation whether face to face or telephone setting.
HIGHLIGHTS
· Motivated and always willing to learn new things

· Able to work with minimum supervision

· Collaborative and Good in working with team or groups

· Good communication and interpersonal skills

· Creative problem solving and Excellent Organizational skills.

· Programming (Visual Basic)

· Hardware Troubleshooting

· Microsoft Office proficient
· Adobe Creative Suite 

WORK EXPERIENCE:

Company Name:
PHILIPPINE STATISTIC AUTHORITY
Position:
Data Researcher

September 2017 - September 2017
Job Description:


Field Enumerator/Data Researcher is primary responsible for collecting field data. They have direct contact with respondents and have a great bearing in the quality of data collected and ultimately on the quality of data output.

Pre-Enumeration Duties: 

· Attend enumerators training workshop
· Receive enumeration materials from the principal investigator
· Develop an enumeration schedule/itinerary
Enumeration Duties:

· Locate (or select) sample members
· Conduct interviews with respondents
· Record responds as instructed
· Comply with the requirements necessary for conducting a successful interview
Post-Enumeration Duties:

· Ensure that enumerator checking is complete
· Ensure that all questionnaires and equipment are accounted for
· Turn over all literature and materials used in the survey to the principal investigator
Company Name:
CEBU PACIFIC AIR INC.
Position:
CUSTOMER SERVICE AGENT

January 2014 – January 2017
Job Description:

· Flight Preparation

1. Attends and attentively listens to daily pre-flight briefing conducted by the Assistant Station Manager/Station Head and takes note of the total passenger booking, special handling instructions and revised ETD/ETA, if flight is delayed.

2. Prepare documents for flight use.

· Bag Tags
· Excess Baggage Receipts
· Official Receipts

· Check-In

1. Accepts passengers for check-in to their respective flight.
2. Verifies passenger’s ticket, identification and other documents needed for the flight.
3. Completes and files pertinent flight documents to support passenger’s travel and fee exemption.
4. Physically checks the passenger’s condition if “FIT TO TRAVEL”.
5. Assess passenger’s bag weight;
6. Cashiering; and
· Responsible for the Excess Bag Receipts and Official Receipts issued by Cebu Pacific (one series of receipt equivalent to Php 5,000)
· Collects payments from passenger’s excess bag weight and other airline fee that needs to be paid for by the passenger.
· Issues receipts to passengers in exchange of cash collection.
· Reports to the cashier’s office at the end of the day to remit/tally
(Cash collection, Excess bag Receipts, Official Receipts)
7. Responsible in bag tagging for both check-in and hand carried bag.

· Boarding

1. Directs and gather passengers to their respective gate assignments.
2. Responsible for the final profiling of guests and their documents.
3. Assists in passenger boarding.
4. Account and board passengers to their respective flight in a given time. 
5. Inform passenger of flight status.
6. Validates passengers boarding pass.
· Arrival

1. Receives passenger’s left behind items from the aircraft and conveyor belt and endorses it to the LL office.

2. Checks claim tag of passengers against bag tag.

3. Assists transit passengers to their connecting flight

· Other Duties
1. Ticketing Sales 
2. Answer passenger’s queries.

3. Responsible for flight boarding announcement.

4. Assist passengers to and from Hotel in case of flight disruption and/or cancellations.

5. Meet Cebu Pacific’s requirements with regards to; Good grooming, good attendance, good working attitude and excellent service to client’s customers.

Company Name:
CEBU PACIFIC AIR INC. 


(TOPSERVE SERVICES SOLUTIONS INC.)
Position:
Station Loader
February 2011 – January 2014
Job Description of Station Loader:
Ensure timely and safe loading of baggage/ cargo following established ramp operation standards.

Duties:

· Ensure that Cebu Pacific Mission and vision are achieved through the attainment of the approved department objectives
· Promote and ensure compliance to quality, safety, security and customer service standards based on regulatory requirements, government laws, acceptable industry standards and company policies and procedures.
· Strictly observe ramp safety procedures.
· Ensure proper and on time handling of baggage and cargo during loading/unloading.
· Comply with baggage cargo handling on the aircraft hold including but not limited to the proper use of nets poles and webbings.
· Exercise extreme care in loading/unloading of baggage/cargo to and from the aircraft cargo compartment.
· Report missing or damaged net webbings including scratches, corrosion or dent on the stanchion tubes, protruding straps and tie down points to EFM and A+ for due assessment. 
· Ensure marking/labels such us “THIS SIDE UP”, “FRAGILE”, “AVI”, etc. Are followed.
· Attach Limited Release Tags (LRT) on bulky hand carried baggage intercepted by airport services staff during boarding.
· Report to the Ram Agent any noted discrepancy or irregularity on the baggage and cargo
· Report to the Ramp Agent any defect on the push carts, umbrella carts, air stairs and ramp signage
· Return inadequately packed items for repacking, prevent spills and report any occurrence immediately to a supervisor.
· Report any other irregularity discovered/found on the cargo hold during performance of his duties.
· Perform other tasks as may be assigned by the Ramp Agent.

SEMINARS / TRAININGS ATTENDED:

Airport Ramp Handling & Safety
Virac Station – 06April 2011 and updated every 2 years
Dangerous Goods Awareness
Virac Station – 06 April 2011 and updated every 2 years
Safety Awareness Training 
(Corporate Industrial Safety/ Safety Management System/ Basic Fire Safety/ Emergency Response Orientation)
Virac Station – 26-27 May 2013 and updated every 2 years
Dangerous Goods Awareness Course Category 8 Training - Recurrent

Virac Station – 190June 2013
Aircraft Marshallingand Headset Course
Virac Station – 21 July 2013 and updated every 2 years
AVSEC Awareness Seminar Recurrent
Virac Station – 22 May 2014and updated every 2 years
Basic Indoctrination Training
Virac Station – 09 February 2014 and updated every 2 years
Navitaire Systems Training

Virac Station – 16 June 2014

Documentation Training

Virac Station – 05 June 2014

Airport Standards and Procedures Cebgo Recurrent Course
Virac Station – 03 June 2014

Human Factors Principles Training – Initial

Virac Station – 22 May 2014

GPU 4400 Familiarization and Operation

Virac Station – 26 February 2014

Airport Standards and Procedures - CEBGO
Virac Station – 28 November 2014

Ideal Customer Journey Workshop

AOC Bldg. Pasay City – 31 March 2015

SMS/ERP Basic Fire Safety, Industrial Safety

Virac Station – 28 March 2015

E-Scope

Virac Station – 08 October 2015

Listing of Farm Households Training
PSA Virac – 04-09 September 2017
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