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PROFESSIONAL OBJECTIVE:

 
To work in an environment where I can utilize my skills and deliver quality service that may contribute to the growth of the company or institution.


SUMMARY OF SKILLS:

Proficient Skills on:

· Excel, Microsoft Word, Powerpoint, Email and Internet Research

· Customer Service

· Account Management, Negotiation and Settlement

· Disputes  Evaluation, Resolution and Adjustment Management

· Account Treatment Monitoring  and  Management

· Credit  Exposures Evaluation and Management

· Communication
· Teamwork/Collaboration

· Adaptability and Flexibility

WORK EXPERIENCE / ON-THE-JOB TRAINING:

Collection and Revenue Officer/ Corporate Revenue Analyst
June 16, 2010 - present

Inc. –Makati City

Duties: communicates via e-mail or phone and meets with External Clients to reconcile any issues/concerns with their corporate subscriptions, resolves concerns and collects receivables, maintains good working relationship with corporate clients to maintain their good credit standing, sees to it that the company's revenue will meet its targets by end of the year through collection with minimal adjustments. Required to display the following abilities:
· Negotiation Ability

· Numerical Proficiency and Problem Solving 

· Analytical Capability 

· Complaints Resolution

· Decision Making Skills 

· Customer Focus

· Presentation Skills

· Reporting Competency

· Monitoring Skills 

· Communication with Impact
Recruiting Receptionist

April 26, 2010 – May 31, 2010

Stream Global Services– Alabang, Muntinlupa City

Duties: Receiving of résumé from applicants, answering applicants’ queries, monitoring applicant status, assisting in test administration and others relevant to the recruiting process.
Intern

April 7, 2009 – May 15, 2009

Robinson’s Bank Lipa – Robinsons Lipa, Batangas

Duties: Assisting the tellers by filing, sorting and validating checks. Also responsible for encoding customer data and transactions using Western Union.


ACHIEVEMENTS:

Graduated “With Academic Distinction”

April 7, 2010

De La Salle Lipa, Lipa City, Batangas 

MVP Academic Excellence Award

June 6, 2008

Makati Sports Club, Makati City

Outstanding Student Award (NSTP-CWTS)

March 10, 2007

De La Salle Lipa, Lipa City, Batangas – NSTP-CWTS

Honor 

SYs 2006-2007, 2007-2008 (1st and 2nd Semesters) & 2009-2010 (1st and 2nd Semesters)

De La Salle Lipa, Lipa City, Batangas

EDUCATION & TRAINING:

Bachelor of Science in Commerce Major in Business Management

April 2010

De La Salle Lipa  – Lipa City, Batangas

Thesis: An Assessment on the Perception on the Marketing Communications Strategies of Selected Brand New Car Dealers in Batangas
1st Ateneo Leader’s Symposium, Philippines: Shifting Paradigms, Shaping Possibilities

March 6, 2010

Fiesta Amphi Theater, Fiesta World Mall, Lipa, Batangas
Lecture on Logistic Supply Chain Management and International Business Management with Dr. Adam Goh

November 26, 2009

De La Salle Lipa  – Lipa City, Batangas

Conference of Aspiring Marketing Professionals 4

February 6, 2009

The Forum, PICC, CCP Complex, Pasay City

Engaging in CSR Notions: Corporate Social Responsibility Seminar

November 14, 2008

De La Salle Lipa  – Lipa City, Batangas

Youthenics: Marketing for the Youth: 2008 Strategic Marketing Conference

July 29, 2008

Araneta Coliseum, Araneta Center, Cubao, Quezon City


EXTRA CURRICULAR AFFILIATIONS:

Manager for Promotions

SY 2009-2010

Society of Business Leaders, De La Salle Lipa, Lipa City Batangas

Duties: Responsible in coordinating and assisting the executive committee, keeping track of the issues concerning the members of the organization and checking and enhancing the involvement of the members of the organization.


Member

2006-2010

Society of Business Leaders, De La Salle Lipa, Lipa City Batangas


PERSONAL BACKGROUND:

Born on May 18, 1990 in Tanauan City, Batangas.  Knowledgeable in basic computer applications such as Microsoft Word, Microsoft Excel, and Microsoft Powerpoint, and has good interpersonal skills.  Interests include meeting people and seeing new places.  Goal-oriented, dedicated and hard-working.
