CAROL
Carol.67812@2freemail.com 
OBJECTIVE  

To be part of the most efficient company and to contribute to its continuous progress through my acquired knowledge and enhance more of my capabilities within my stay in the company through continuous learning process.

JOB QUALIFICATION:

· Ability to multitask, prioritize and work well under pressure, with minimal or no supervision. 
· Outstanding communication skills both in written and verbal form. Strong planning and organizational. 
· Accomplished in Microsoft Office.
· Telemarketing, phone support, extensive experience with public in insurance, Internet Environments and have been commended for providing excellent costumer service.

EDUCATIONAL BACKGROUND

· TERTIARY
Bachelor of Science in Architecture 
Pangasinan State University 
Urdaneta City Campus
S.Y. 1999-2003

SKILLS 

Collection Specialist, Telephone Operator, Encoding, Computer works, etc..

WORK EXPERIENCE
September 2006 – June 2008

V.E.PALIS LAW OFFICE


Position: Legal Assistant

Duties and Responsibilities

· Provide legal secretarial support for two attorneys and one paralegal.
· Duties include word processing, filing, composing cover letters, preparation of timesheets and some client contact and other secretarial related responsibilities.
· Notary Public
· Internal Collection Specialist
August 2004- September 2006
ERJ Collection Management and Collection Services, Inc.

Position: Management Information System Officer
Duties and Responsibilities

· Administrative works such as telephone operator, encoding, computer works, etc.

· Providing the company’s monthly collection report. 

June 2003 – July 2004

Interconnected Internet Café

Position: Manager 
Duties and Responsibilities

· Attend meetings, training activities, courses and all other work-related activities as required 

· Provides support for all internet cafe certified applications. Answer, evaluate, and prioritize requests for assistance from users experiencing problems with internet cafe hardware, software, networking, and other computer-related technologies. Interview user to collect information about the problem and perform diagnostic procedures to determine source of error. 

	
	


LANGUAGES  

English, Tagalog

PERSONAL DATA

Date of Birth 


: May 31, 1982
Place of Birth  


: Urdaneta City
Citizenship 


: Filipino

Civil Status 


: Single

REFERENCES 

Furnished upon request
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