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	Objective
	To obtain a challenging position that would require me to apply and contribute my knowledge, skills and qualifications to the fullest as well as to be associated in a company that offers career advancement and personal growth.

	Qualifications
	· Extensive customer service and resolution skills

· Exceptional sales background in banking and finance industry

· Skilled in Recruitment, timekeeping and counseling

· Excellent communication skills (oral or written)
· People-oriented, self-motivated, organized, creative, dependable

· Ability to multi-task even under extreme pressure
· Able to perform clerical works like typing, filing and inventory 

· Computer literate (MS Word, Excel, PowerPoint & Internet surfing)

· Knowledgeable in using fax machine, photocopier, Cisco, Avaya, etc.

	Work Experiences
	Oct 2013-Mar 2015          N.A. - Philippines
Senior Operations Associate –  U.S. Credit Cards Services
· Was responsible for building and account management while resolving customer inquiries in a professional manner

· Target sales of credit cards according to client profile
· Taken ownership and initiative to complete necessary research and customer follow-up or direct the customer to the appropriate department for resolution
Dec 2010-Sep 2013          HSBC, N.A. - Philippines
Credit Specialist –  Manila and U.S. Cards Services
· Was responsible in receiving customer calls for credit card approvals
· Target sales of credit cards and account enhancements (e.g. insurance, etc)
· Was responsible for achieving targets and/or sales goals whilst maintaining quality and compliance.
May 2010-Sept 2010          Sallie Mae Bank N.A. - Philippines

Customer Service Associate – Banking and Finance
· Was responsible in providing comprehensive and quality customer service at all times by providing the appropriate responses to customer queries
· Target sales of educational loans to parents and students
Aug. 2007-Jan.2009           TELUS Int’l Phils. - Philippines
Customer Interaction Associate – Technical Support

· Handled technical support calls of gaming console and GPS (Vehicle Navigator) for US and Canadian customers

· Attended product update trainings as per client specs
May 2005-June 2007          Moonbake, Inc. - Las Piňas City

Admin-HRD Assistant  

· Conducted screening of applicants from initial interview to test administration and evaluation
· Processed the compensations and benefits of employees
· Assisted the admin manager in trainings and other activities
· Attended to employees’ needs through counseling

· Conducted and summarized the employees’ performance evaluation

· Assisted in policy deployment

· Conducted orientation of new employees of the company

· Spearheaded  the “Suggestion Scheme Program” of the company

· Audited other departments in proper implementation of “5S  Program”  
· Attended seminar/trainings sponsored by the company
· Kept 201 files of employees updated and performed clerical works
Jan 2007-June 2007 
         Moonbake, Inc.- Philippines
Acting Purchasing Officer (Reliever)
· Assigned as Acting Purchasing Officer while simultaneously doing Admin/HRD tasks.
· Processed purchase order of raw materials, packaging materials and other products

· Conducted conferences with suppliers

· Encoded purchased/delivered orders in “Peachtree Soft Program”

· Conducted canvassing of other stocks/materials needed
· Actively coordinate with other departments
March 2002-April 2005          Divine Light Academy - Philippines
Guidance Counselor  

· Conducted individual/group counseling of students concerning their    educational, personal, vocational and other related problems

· Facilitated formation module to students who need behavioral assistance in cases like hyperactivity, misbehavior in class, etc.  

· Conducted case studies and recommends students to specialist when necessary

· Sponsored symposia/workshops for students, teachers or parents

· Administered psychological tests to different levels

· Prepared and facilitated Homeroom activities

· Assisted in recruitment, placement and admission of students and teachers

· Conducted conferences with parents and meets with teachers specifically the class advisers to deliberate on Homeroom activities and problems of students

· Conducted researches that would greatly benefit the over-all guidance of students

· Collected all pertinent data about students

· Conducted/Assisted in the orientation of students, teachers, and parents

· Updated guidance bulletin board and other information given to students

· Submitted necessary reports like Psychological Reports of those who have undergone the modules

· Submitted Quarterly Accomplishment Reports on deadline

· Assisted the Guidance Coordinator in planning the over-all guidance long-range and annual program

· Visited home of students whenever the need arises

· Attended seminars and activities of professional organization

	
	July 2001-Feb. 2002         Blue Mt. Worldwide Dist., Inc.- Philippines
Sales Clerk                                (SM -Bacoor Supermarket Concessionaire)
· Assisted the customers

· Monitored the price changes and available stocks

· Prepared the paper works (daily inventory; weekly sales report and sales order;
       purchase order)

	
	Feb. 1998 - Feb. 1999
       S.P.I. Technologies, Inc.- Philippines
Document Analyst - Encoder
· Analyzed and checked the articles for documentation

· Ensured the accurate production of litigation documents according to clients’ specification

	Education
	1993 - 1998
  Far Eastern University – Manila, Philippines
Bachelor of Science Major in Psychology

	Training
	June 1997 – Aug. 1997                 G.S.I.S. - Pasay City, Philippines
Industrial Psychology

	Seminars Attended
	Feb 2007      Rotary Club – DOLE – Quezon City

“Labor Code & Employees Compensation” 

Feb 2007      Phil Trade Training Ctr – Dept of Trade & Industry

“5S of Good Housekeeping”

  Feb 2007      Moonbake, Inc. Las Piňas City

“Customer Service Management”  

Nov 2006      Phil Trade Training Ctr. – Dept of Trade & Industry

“Total Quality Management”

October 2003      National Assoc. for Early Childhood Educ. – P.N.U.

“Managing Behaviors of Young Children”
October 2003      Nat’l Assoc. For Early Childhood Educ. – P.N.U.

“Managing Behaviors of Young Children”  
October 2003     Graduate Sch. of Arts, Sciences & Educ. – P.L.M.

“Teaching Experimental Psychology”  
August 2003        LAPPRISA, Divine Light Academy – Las Piñas

“Group Dynamics as a Tool for Group Counseling”
May 2003          Pagkakaisa Psych’l Services – Del Pilar Academy

“Counseling Program Development Seminar-Workshop” 
May 2003          Bloomfield Academy – Las Piñas

“Seminar on ADD and Learning Services”

Sept 2003     LAPPRISA, UPHR – Las Piñas

“Enhancing Counselors’ Skills in Dealing with Today’s Teenagers”  

May 2002         Bloomfield Academy – Las Piñas

“Adolescent Psychology and Classroom Management”  
May 2002         Divine Light Academy – Las Piñas 

“Managing Behaviors of Young Children”   

	
	

	
	

	 Personal Information
	Birth date:         January 10, 1977

Birthplace:        Manila, Philippines
Civil Status:      Married

Citizenship:       Filipino

Religion:           Roman Catholic


I hereby certify that the above information is true and correct.
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