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	CAREER OBJECTIVE

	
	               To work in a progressive organization which can expand all my knowledge and provide me stimulating opportunities to utilize my skills and qualifications to produce result reliability 

	work experience

	
	Smart Communications, Inc. – Philippines’ leading wireless services provider 
Customer Solutions Officer  / Frontline Team Leader

        2014-2015
· Handles resolution of complex transactions / complaints received by the other team members

· Manages extremely difficult / VIP clients’ queries, concerns or complaints

· Prepares the weekly shift schedule of the team

· Acts as Officer in Charge  in the absence of the Retail Store Manager
· Oversees branch operations including end of day collection cash count

· Recommends policies and procedures to improve existing processes in the unit

· Initiates sales activities / blitzes to meet individual / branch sales targets

· Consolidates sales and productivity reports
· Discusses and reviews new advisories and business processes with the team members
· Provides basic training and coaching to new hires front liners
· Assists in screening potential applicants prior endorsements to HR
· Performs clerical and administrative duties
 Consumer Management Officer 

           2008-2013
· Generates sales from walk-in clients and provides exceptional client-servicing

· Deals with customer complaints, queries and requests of information and other service changes
· Achieves postpaid sales/revenue target as well as retention for all postpaid products

· Processes end-to-end handling of sales and after sales inquiries/requests

· Recommends policies and procedures to improve existing processes in the unit

Montessori School of Malolos – Educational Institution
  Faculty Member - San Pablo, City of Malolos

2005 – 2008

· Prepared and maintained an inviting and developmentally appropriate classroom environment

· Managed  Grade 1 classes of not less than 20 pupils aged 6-8 years old

· Prepared weekly lesson plan and audio visual materials used in every subject handled

· Constructed and administered weekly evaluation, long tests  and quarterly examinations in Good Manners and Right Conduct, Language and Spelling, Reading and Phonics, Music Arts and Physical Education

· Took active participation in planning, organizing and executing all activities in school, academic and extracurricular alike

· Conducted the quarterly parent- teacher conference to evaluate each child’s performance and to address other concerns/queries of parents/guardians.

 

	education

	
	       Tertiary:                           Bachelor of  Elementary Education Major in

                                               Early Childhood Education

       2001-2005                 University of Santo Tomas

                                         College of Education

                      España, Manila

             

	Achievements AND POSITIONS HELD

	       Licensed Professional Teacher, 2005

       Sangguniang Kabataan Chairman, 2002-2007

       Dean’s Lister 1st and 2nd semester SY 2002-2003

       Salutatorian, Primary Level, 1997

       President, Summer Beginners Tutorial Class, 2002 - 2004
	


