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      “OPTIMIZING VALUE AND IMPROVING EFFICIENCY WITHIN THE OPERATION”
                            

A position deserving for my achievements, skills and educational qualifications and which enables professional growth and development through dedication and commitment.

EXPERIENCE    
Customer Service Associates 

May 12, 2014 to March 31, 2015.
          Data Entry task and being assigned in Con-way Freight Logistic Billing Process 

· Searching and examining the files to create a report regarding Land Titles, Legal Documents (such as Deed of Trust/Mortgages, Liens, Bankruptcies and Different kinds of Judgments), Property Taxes and its property owner information in a certain State, specifically we handled all counties in a California state.

· Process documentation and Enters orders into system pursuant to individual order characteristics requirements.

· Manages electronic orders by auditing orders for completion and accuracy.

· Create/Update customer specific reporting (order status, backorder management and tracking).

Process Associates  

American Data Exchange Corporation  

La Fuerza Bldg. Brgy. Almanza, Las Pinas City 
January 12, 2009 – April 30, 2014
Quality Auditing Team  
· Searching and examining the files to create a report regarding Land Titles, Legal Documents (such as Deed of Trust/Mortgages, Liens, Bankruptcies and Different kinds of Judgments), Property Taxes and its property owner information in a certain State, specifically we handled all counties in a California state.

· Process documentation and Enters orders into system pursuant to individual order characteristics requirements.

· Manages electronic orders by auditing orders for completion and accuracy.

· Create/Update customer specific reporting (order status, backorder management and tracking).

· Provide customers with product and service information.

· Identify and escalate priority issues. Handle and resolve customer complaints.

· Monitor daily, weekly and monthly Productivity and Quality matters.
· Communicate with clients regarding weekly and monthly critical claims errors, procedure updates and trainings.
EDUCATION & CERTIFICATIONS
Bachelor of Science in Computer Science, LIPA CITY PUBLIC COLLEGE (2001-2005) - Lipa City, Batangas
Certifications: CERTIFICATE in BASIC DATA ENCODING
 COMMUNITY INVOLVEMENT & ACHIEVEMENTS
  Had my On-The-Job Training at Rural Bank of Mataasnakahoy, Inc., (Padre Garcia Branch) Batangas from November 9, 2004 to February 18, 2005.

  Attended a symposium about 3-G Modern Technology of “Blue Tooth” at the Lipa City Public College Bldg. on September 11, 2003.

  Attended a seminar on Robotics and IBM Technology at the St, Thomas Aquinas Auditorium in the University of Sto. Tomas on December 2004.
COMPUTER PROFICIENCY & SPECIAL SKILLS
Microsoft Office (Word, Excel, PowerPoint, and Outlook)  Knowledge in the application of System Analysis and Design, Internet Applications,Visual Basic Programming. Has strong team-working and multi-tasking skills, can work with minimum supervision Highly analytical, resourceful and a quick learner Has excellent time and work management skills displaying high attention to detail  Has an ability to work in a high-volume, fast-paced environment  Flexible on shifting schedules required by Business Area
References available upon request

