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OBJECTIVE 

To join a company that offers challenges and opportunities where acquired skills and education can be utilized towards continuous growth and to also learn new set of skills. 

WORK EXPERIENCE 

CUSTOMER SERVICE PROFESSIONAL, SHELL OIL, 21ST FLOOR SOLARIS ONE BUILDING DELA ROSA ST. MAKATI CITY PHILIPPINES, SEPTEMBER 2009 – PRESENT 

· Placing lubricant and care care orders for customers based in United States of America. (urgent& standard, non road or multiple delivery dates and works closely with plants regarding customers orders. 

· Verify and advise delivery status in general. 

· Amend orders and cancel orders before and after cut off. 

· Process returns orders from end to end. 

· Order inquiries from customer and distributors. 

· Answer director assistance calls. 

· Creates an account for new businesses that wants to be a Shell account holder. 

· Assist consumers with promotions and campaigns. 

· Service documentation (provides customers with copies of account statements, delivery tickets, invoices, proof of deliveries, technical and hsse documents. 

· Handles disputes, feedback and complaints. 

· Trained on GSAP codes / CRM system 
· Liaising with operatives and third parties to gather information and resolve issues

· Improving performance by raising efficiency

· Maintain a positive attitude in handling customers professionally
My main achievements on this job 
· Able to provide end to end process with difficult customers 

· Perfect on customer satisfaction survey done quarterly 

· KPI’s (key performance indicator) met and achieved every quarter 

MARKETING ASSOCIATE, EPERFORMAX EXPERIAN ACCOUNT, BPI BUENDIA BUIDLING CORNER MAKATI AVENUE MAKATI CITY PHILIPPINES, NOVEMBER 2005-SEPTEMBER 2009 

· Call businesses to get important information about their business. 

· Credit grantors around the world are benefiting from the information services provided by Experian’s international bureaus. 

My main achievements on this job 
· Became a member of the elite agents who’s quota is higher than regular agents (elite 300 completes regular 150 completes of surveys with 5 questions each a day) in over a year. 

EDUCATION 
CENTRO ESCOLAR UNIVERSITY, BANKING AND FINANCE MAJOR IN COMMERCE, MENDIOLA MANILA PHILIPPINES, JUNE 2000-OCTOBER 2004 

OTHER CERTIFICATES 
2012 EXCELLENCE IN CUSTOMER SERVICE, SHELL OIL MAKATI PHILIPPINES 

IT SKILLS 
MS WORD, EXCEL, POWER POINT 

