Curriculum Vitae
of

Richard 
Email address: richard.60785@2freemail.com 
Objective:
Customer service management where my experience can be utilized to improve customer satisfaction where I can maximize my management skills, quality assurance, program development, and training experience.
WORK EXPERIENCE:
Company
:
DHL Worldwide Express – Sharjah UAE
Since
:
Feb. 2000 till Sept. 15, 2009
Position
:
Courier / Driver
Job Description:
· Open Customer Service operations by covering the early morning shift.
· Checking all the tracking sheet of the shipment delivery.

· Checking all the AWB before sending to the customers.

· Monitoring the collections at the end of the day and send email to Customer Service Manager.

· Answer Customer Service phone line and assist caller with their request. Or route calls of moderate to substantial complexity to the Customer Service Manager.

· Respond to, or route to appropriate individuals, all inquiries from the customer service and general Web site e-mail addresses.

· Promptly input all Customer Complaint information into the Complaint database and notify the appropriate personnel, per approved procedures.

· Foster strong and positive communications with all external and internal customers.

· Communicate all customer inquiries and issues to appropriate individuals using established channels.

· Advise customers of available goods/services and upgrades of older products or equipment.

· Assist in managing customer agreements and maintaining detailed customer account files.

· Issue and track all Returned Goods Authorizations (RGA).

· Process and enter customer orders and requests for quotes timely and accurately.

· Assure on-time and accurate product shipments in accordance with customer requirements and manufacturing capabilities.

· Assist in updating all Customer Service procedures and applicable forms.

· Interface with inter-company departments: shipping, accounting, planning, technical support, service, and sales & marketing.

· Responsible for marketing and sales fulfillment requests; maintaining adequate supplies levels at all times.

· Perform other related duties as assigned, including special projects.

Company
:
ARAMCO –Saudi Arabia
Since
:
1996-2000
Position
:
Office Clerk Assistant cum Driver
Job Description:
· Provides clerical, secretarial, billing, and general office support for staff; types various correspondence and reports from rough draft and compiled data; researches and gathers materials; assembles reports; maintains and retrieves database information; completes forms and requisitions; maintains lists. 

· Coordinates appointments; arranges meetings; assists with special events; provides information, including policies and procedures; may supervise, oversee activities, and/or prepare schedules for the Office Boy.
· Greets visitors; responds to inquiries; operates single or multi-line phones, transfers calls, and relays messages; sorts and distributes mail; photocopies, collates, and distributes various materials; faxes documents. 
· Schedules equipment usage, ensuring office and lab equipment is in working order; serves as liaison with service personnel; organizes, updates, and files documentation; orders materials and supplies; may maintain petty cash funds. 
· Performs other duties as assigned. 
· Sending documents by post or courier.
· Monitoring all International Calls as requested by the Internal Staff.
· Knowledge of a variety of office procedures and equipment usage 

· Written and verbal communication skills 

· Interpersonal/human relations skills 

· Ability to oversee student activities and schedule assignments 

· Sending emails to the proper channel dept.

· Maintaining records and filing systems and maintain confidentiality 

· Willingness to greet visitors in a courteous manner.
Company
:
Philippine Savings Bank (PS Bank) - Philippines
Since
:
1994-1996
Position
:
Office Assistant cum Driver

Job Description

· To make pickups and deliveries of some of this material. Most of the letters and packages messengers transport need immediate attention.

· To work in a very efficient and reliable and must be able to plan daily routes quickly and remember many detailed instructions.

· Delivers and picks up mail, securities, legal documents, packages, and internal correspondence and documents from various bank sites.
· While on duty, I am hygienically clean, well-groomed, neat, and dressed in accordance with the approved driver dress code of the Bank.
· To ensure all the confidentiality matters will not be seen by other people.
Company
:
LBC Express - Philippines
Since
:  1993-1994
Position
:
Courier 
· Responsible for driving a designated route each day and picking up and delivering intra- system mail and packages

· Organizing materials to be delivered each day.

· Picking up and delivering materials to the various centers and post offices assigned.

· Performing duties assigned by the warehouse manager including warehouse chores, textbook pickup and delivery, shipping, and receiving.

· All phases of mail handling including; breakdown and processing of intra and inbound mail and parcels; Preparation of and processing of all outbound mail and parcels; Compilation of reports and records necessary for daily operation; Operation of electronic postage charge-back system.

· Handling confidential information and/or high value documents/items.

· Cleaning and caring the assigned company vehicle.

·  Performing other duties as assigned.

OTHER QUALIFICATIONS:

· 8 years in UAE for customer service work experience.

· High level of interpersonal skills; influencing; resolving conflict; and creative problem solving skills are a must.

· Willing to work on a long shift hours.

· Possess good math skills to calculate f

· Ability to follow company policies and procedures.

· Ability to work under pressure and maintain professionalism during stressful situations

· Self Motivated, confident and highly dependable, and have solid follow up skills.

· Ability to interact with other departments to gain access to necessary information and be able to multi task

· Good in Oral and written reporting skills and communications.

· Excellent professional telephone skills and presence.

· Self motivated with high communication and organization skills.

· Able to respond to needs of customers in a timely and value-added manner.

· Can speak and understand Arabic Language.
Personal Information:
Age


:
36 years old
Marital Status

:
Married
Gender


:
Male
Nationality

:
Filipino 
Date of Issue

:
11-04-2006
Date of Expiry

:
11-04-2011
Visa Status

:
Employment Visa with NOC
Date of Expiry

:
April 2010
I would be very happy to have a preliminary discussion with you in person.

Thanking you in advance for your kind attention on this matter, I certainly looking forward for seeing you soon.
Richard 
Applicant

