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CLAUDINE 

CONTACT INFORMATION

Claudine.381372@2freemail.com 
Dubai, United Arab Emirates

0527967427
PERSONAL BACKGROUND

Birthdate: November 26, 1993

Age: 24
Nationality: Filipino

Languages: English & Filipino (Tagalog)

Civil Status: Single

SKILLS

Customer Service Skills, Time Management; Organizational Skills; Strong Communication Skills; Record Keeping; Multi-tasking;

PERSONAL QUALITIES

Friendly, Energetic, Outgoing Personality

EDUCATION

Bachelor of Science in Business Administration

Don Honorio Ventura Technological State

University

Bacolor, Pampanga, Philippines

Highschool Diploma

Don Honorio Ventura Technological State

University

Bacolor, Pampanga, Philippines

2006-2010

TRAININGS ATTENDED

Cosmetology Nail & Skin Care
TESDA NCII

Hairdressing

TESDA NCII


 OBJECTIVE 
Seeking a challenging career with a progressive organization that provides as opportunity to develop my skills and to grow professionally as an individual.
WORK EXPERIENCE 
SPI CRM 
January 2017 –October 2017 

Telesales Associate: 

• Contacting potential or existing customers to inform them about our products and servicesEvaluating their position in the industry; researching and analyzing sales options. 

• Answer questions about products or the company. 

• Ask questions to understand customer requirements and close sales. 

• Enter and update customer information in the database. 

• Keep records of calls and sales and note useful information. 

• Go the “extra mile” to meet sales quota and facilitate future sales. 

Sitel Philippines 

Customer Service
August 2014 – February 2016 

• Listen and respond to customers’ concerns. 

• Provide information about our products and services. 

• Resolve customer issues with regards to their bills. 

• Assist customers on their basic technical concerns. 

• Offer upgrade of products to existing customers 

• Handle complaints of irate customers. 

• Record details of customer contacts and actions taken. 

Transcom Asia 
November 2013 – May 2014 

Customer Service Representative: 

• Manage large amounts of incoming calls 

• Identify and assess customers’ needs to achieve satisfaction. 

• Provide information about our products and services. 

• Resolve customer issues with regards to their bills. 

• Record details of customer contacts and actions taken. 

• Handle complaints of irate customers. 

Glam Nails 
Receptionist

• Welcome guests as they enter the Spa. 

• Check in guests at the spa reception, entering appropriate information into the computer system. 

• Answer questions from guests about the products and services that we offer. 

• Supervise the operation of the Spa, including sales auditing. 

• Monitor the incoming and outgoing spa stocks 

• Prepare the payroll and salary of the spa staff 

• Ensure quality of service by coordinating with the customers on the provided service by the Therapist. 

• Maintain cleanliness of salon and your station 

• Keep on top of current hair cutting and styling trends 

• Help maintain adequate inventory of hair products and tools . . 

• Provide medical or cosmetic advice for clients. 

• Promote products, services, or programs. 

Jollibee Food Corporation 
Service Crew: 

• Maintain a fast speed of service, especially during rush times. 

• Take orders from customers and input their selections into the computer system. 

• Assemble orders on trays or in bags depending on the type of order. 

• Respond to guest questions, concerns and complaints and make sure they leave satisfied. 

• Follow all food chains’ hygiene, safety and security procedures. 

