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MAE ANN R. ALAMILLO                                                                                                                       
Mohamed Bin Zayed City, Abu Dhabi, United Arab Emirates                                                                                                              maeann.alamillo@yahoo.com l +971  566 205 148  
knowledgE, skills AND QUALIFICATIONS

· Fluent in English

· Excellent English writing and communication skills
· Outstanding organization and problem solving skills    

· Ability to work under pressure with high-stress tolerance                                        

· Ability to get along easily with others and build trusting relationships with customers                                                                    
· Ability to work independently under minimum supervision and to multi-task                                                                                
Highly adaptable to change and fast-learner       
·  Ability to manage multiple projects and priorities and to meet deadlines with an emphasis on quality assurance and attention to details

· Customer service  efficiency
· Computer Literate – Expert in MS Office Applications – Word, Outlook, PowerPoint, Excel

WORKING EXPERIENCE
CONCENTRIX PH







              July 2014 to November 2015                                                                           
Position: Customer Service Representative/Technical Support Specialist/Account Specialist
· Ensures that incoming telephone calls are answered in a timely and professional manner.
· Handles customer questions and complaints 

· Responsible for ensuring that primary matrices (Customer Satisfaction and Revenues) are met through effortless customer experience.
· Responsible in maintaining first call resolution
· Responsible to keep and uphold integrity in handling customer’s account information in each and every call

IQOR                                                                  

         



February 2014 to June 2014                                                                           
Position: Inbound Sales Specialist
       
· Inputs the customer modification/sale onto a database thereby ensuring that the data entered is accurate.
· Handles customer questions and orders
· Overcome objections from customers, in order to turn the call around and transition to a sale.
· Responsible for ensuring that primary matrices (Customer Satisfaction and Revenues) are met through effortless customer experience.
ELLICK BPO





                                             September 2013 to January 2014 
Position: Client Contact Specialist
· Offers suggestions and sold a variety of products and services to meet the customer's need

· Resolves customer questions, complaints and requests on the first contact whenever possible.

· Sets up new accounts, maintained order records and prepared required reports

· Performs miscellaneous job-related duties as assigned.

D’GEMS GENERAL MERCHANDISE 





       October 2008 to September 2013  Position: Sales Associate 
· Greets customers and determines their needs and wants

· Quotes prices and discounts as well as credit terms, trade-in allowances, warranties and delivery dates

· Maintains sales records for inventory control

•    Answers customers’ queries and concerns

· Escorts customers to the correct aisles
· Handles cashier duties by taking cash or credit cards in exchange of goods sold
DUZON HAN EOL EDUC. FOUNDATION





  December 2007 to September 2008

Position:  Receptionist

· Greets and directs visitors or clients to the company.
· Receives sorts and forwards incoming mails.
· Assists with other related clerical duties such as photocopying, faxing, and filing.
· Keeps the reception area tidy
· Books meetings and arranging couriers
· Answers telephones and directs the caller to the appropriate associate
education
Far Eastern University- Sampaloc, Manila

BS Civil Engineering, Undergraduate

 Saint William’s School- San Marcelino, Zambales 



High School, June 1999- April 2003
Saint William’s School- San Marcelino, Zambales 



Elementary, June 1993- March 1999
PERSONAL QUALITIES

I’m 5’1 in height weighing 115 lbs. I have a medium-size body frame. I have 20/20 vision and have excellent communication skills. I love dealing with people. I am a very responsible person and I see to it that I do my job and tasks assigned to me well. Planning and organizing my work effectively help me to get the desired result of my tasks. Everywhere I go, I want to make difference. I want to touch other people’s lives in a very positive way. 

REFERENCEs
Available upon request.
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