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Summary
A committed and motivated Implementation Coordinator maintaining a high level of professionalism and efficiency with experience in the retail and hospitality sectors. Able to work with less supervision and use available resources effectively, reliable and driven with strong time management and prioritization abilities. 
Highlights

	· Microsoft Office Proficient
	· Collaborative Skills

	· Project Management
	· Strong Work Ethics

	· Computer Software Savvy
	· Keen to Details

	· Resourceful and Fast Learner
	· Problem Solver

	· Fluent In Spoken And Written English
	· Typing skills approximately 40-50 WPM


Experience
Implementation Coordinator/Project Scheduler
 ▪ February 2011 - September 2015
NCR Corporation. ▪ 7th Floor E-Bloc Bldg., Asiatown IT Park, Lahug, Cebu City, Philippines
· Develop or assist in the creation and ongoing management of the rollout schedule. 

· Update, track, and adjust the rollout schedule on a timely basis. 

· Identify installation risks, escalate and implement risk mitigation strategies. 

· Recognize, document, and implement process/project improvements Coordination/Scheduling 

· Create installation scheduling requests and ensure that all customer installation/deployment activity is scheduled and completed to the customer’s satisfaction and per SOW. 

· Responsible for maintaining the rollout schedule. 

· Responsible for updating Quickbase (or similar) database with equipment and services data. 

· Capture serial numbers, gather and upload pictures 

· Coordinate post-startup activities. (I.e. data gathering, team resources identification, installation processes distributed, data repository established, etc.) 

· Identify out of scope activities per SOW and communicate to Project Manager. 

· Ensure that the requested site level activities are scheduled within standard process time frames. 

· Provide the required delivery dates and locations for subsequent rollout or destination deferred orders to the Deployment Services centers. 

· Coordinate with other vendors as needed for delivery of equipment or services. 

· Escalate issues with maintaining the rollout schedule, as needed, and manage to closure
Projects Handled and Completed:
As Implementation Coordinator [August 2012 to September 2015]
· Solohealth Roll Out Project[Kiosk installation] 09/2012 to 12/2013

· Sterling POS Upgrade [dual core and i5 replacement] Roll Out 06/2014 to 08/2014

· Polycom [Business As Usual Project] 10/2014 to 04/2015

· Northrop Grumman SSA [Business As Usual Project] 03/2015 to 09/2015

As Project Scheduler [February 2011 to August 2012]
· Taco Bell [Site Lay outing and uploading to Database] 04/2011 to 09/2012

· Home Depot [Pre calling the site for equipment received] 08/2011 to 10/2011

· Bank of West [Pre calling and sending emails] 12/2011 to 05/2012

· Desk Resource Capability [Sending emails to TM for Service Level Status] 02/2012 to 07/2012

· Hertz Project [Pulling up of Serial #s and Shipping information] 08/2011 to 08/2012

· Walmart Project [Equipment Tracking] 12/2011 to 02/2012

Customer Support Representative
 ▪ October 2010 - January 2011
Author Solutions Philippines, Inc. ▪ 6th Floor, TGU Building, Asiatown IT Park, Lahug, Cebu City, Philippines
· Serves as first line of contact to customer asking for assistance regarding publishing/book inquiries. 

· Provides useful information to client, potential customer about publishing services. 

· Identify what the client wants and transfer accordingly to the correct department. 

· Coordinate with other team members in completing certain task, calling potential clients for follow ups. 

· Updates customer or client’s information as per client’s advice.
Floor Support / Customer Account Executive
 ▪ November 2007 - January 2010
Convergys Philippines Services Corporation ▪ 11th Floor, i2 Building, Asiatown IT Park, Lahug, Cebu City, Philippines
· Responsible for providing technical support to Level 1 customer Executive Representative. 

· Monitors and manages a team, task includes attendance tracker, approval of leaves, time in and out. 

· Provides periodical coaching to the team being manage, would include skill enhancement and behavior coaching.  Attend to weekly meetings 

· Delivers a daily, weekly and end of month report to higher management.

· Responsible for providing assistance to customer ordering thru online service. 

· Provides useful information to customer and offers suggestions that would fit their need regarding the service being offered. 

· Processes requests in scheduling an installation of service to the customer's address. 

· Respond and provide useful answer thru email inquiries. 

· Attend to weekly meetings. 

· Escalates issues that are beyond scope of work to appropriate department, e.g. billing concerns
Graphic Artist/ Quality Evaluator
 ▪ September 2005 - November 2007
FCQ World Wide Inc. Fashion Accessories ▪ F Llamas St., Punta Princesa, Cebu City, Philippines
· Checks and make sure fashion accessory items pass the quantity the company sets.

· Assist in packing fashion accessory items for shipment to customers both domestic and international. 

· Processes newly created items and add items to database, upload pictures, processes raw files.
Education
Cebu Institute of Technology University
 ▪ June 2001 – March 2005

N Bacalso Ave, Cebu City, 6000 Cebu, Philippines 
Bachelor of Science in Information Technology
GPA: 
81/100
· Consistent Dean’s Lister [School Year 2001-2004]

Profile
Civil Status:
Married
Date of Birth:
October 25, 1984
Gender:
Male
Age:
30
Height:
5’5”
Weight (kg):
79 kg.
Religion:
Roman Catholic
