	Good Day Sir/Madam,
 
With reference to the job opening, I would like to apply for a position in your company that would best suit my abilities and expertise. My work experience trained and made me to be the best to handle work under pressure and deal with different behaviours of people, which is a valuable asset to any company.
To further acquaint you the specifics of my background, enclosed here is my Curriculum Vitae for your perusal. I hope you will consider me to work for your good company. I look forward to meet you and discuss my qualifications in more detail thru a job interview. 

Thank you and hoping for your favourable and kind consideration. 
Hope to hear from you soon.
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POSITION DESIRED:  Customer Care Professional
OBJECTIVES
· As a bright ambitious person, I enjoy working in a fast paced, highly motivating position where I can assist others while challenging and expanding my knowledge and understanding of the task at hand. I am seeking a position that will utilize my skills and offer the chance for advancement as well as allow me the opportunity to gain additional skills and experience.

· To obtain a support position which allows me to demonstrate my excellent organizational and communication skills to promote efficiency and effectiveness within the organization.
WORK EXPERIENCE
I have been working for more than 7 years.

1.

Position: 

Receptionist/Customer Service Representative/Data Entry Encoder (Logistics)
Duration: 

December 2012 – December 30, 2014 (2 years)
Company: 

Global Shipping and Logistics

Company Industry: 

Product Portfolio:

Warehouse/Logistics

Product Storage (Food, Furnitures, etc.)

Department: 

Warehouse/Logisitics

Job Description: 

Reason for Leaving:

Ensures delivery of excellent customer service through accurate and fast processing of sales order. 

Provides logistics support for domestic and international movement of petrochemicals in trucks, railcars, barges, ISO’s  and drums.
Communicates and coordinates with other departments and partners in order to fulfill customers’  needs. 

First point of customer contact for general inquiries, like product availability, pricing, shipment scheduling  etc. 
Builds and maintains business relationship with clients and suppliers by providing prompt and accurate service, so as to promote customers loyalty and suppliers’ goals achievement. 
End of Contract
2.

Position: 

Credit Bureau Investigator (Back Office, Data Encoding)
Duration: 

February 2012 - November 2012 (9 months) 

Company: 

HSBC Electronic Data Processing Philippines

Company Industry: 

Product Portfolio:

Call Centre

All HSBC Credit Card brands, Prime, Non-prime, Premiere

Department: 

Automated Customer Dispute Verification(ACDV)

Job Description: 

Reason for Leaving:
Process Credit Bureau disputes from Card members. Update or delete tradelines of Credit reports. Do account maintenance (fee reversals, etc) to mirror system records versus data showing on the credit reports (vice versa).

Career Growth, Job opportunities abroad

3.

Position: 

Financial Account Consultant (Inbound Customer Care)
Duration: 

July 2010 - February 2012 (1 year and 6 months)
Company: 

HSBC Electronic Data Processing Philippines

Company Industry: 

Product Portfolio:

Call Centre

HSBC UK Accounts, HSBC UK Credit Cards
Department: 

UK Direct
Job Description: 

Reason for Leaving:

- Receive inbound calls from Customers who holds HSBC UK bank accounts. Performs account maintenance and provides Quality Customer Service.

- Potential customers by answering product and service questions; suggesting information about other products and services.

- Opens customer accounts by recording account information.

- Maintains customer records by updating account information.

- Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

- Maintains financial accounts by processing customer adjustments.

- Recommends potential products or services to management by collecting customer information and analyzing customer needs.

- Prepares product or service reports by collecting and analyzing customer information.

- Contributes to team effort by accomplishing related results as needed.
Transfer of Process/Account, from HSBC Inbound to HSBC Back-Office (ACDV)
4.

Position: 

Customer Service Representative (SPRINT,USA - Outbound Sales)
Duration: 

November 2009 – March 2010 (4 months)

Company: 

Etelecare – Stream Global Services Company
Company Industry: 

Product Portfolio:

BPO –Outsourcing
Telecom – SPRINT USA
Department: 

Sprint – OUTBOUND Sales
Job Description: 

Reason for Leaving:
Answer inquiries and provide information to customers, Sell merchandise, Receive

payments.
Career Growth
5.

Position: 

Technical Support Representative (Inbound)
Duration: 

June 2008 – February 2009 (8 months)

Company: 

Advanced Contact Solutions
Company Industry: 

Product Portfolio:

BPO –Outsourcing (Telecom)
Internet Broadband
Department: 

Technical Support Department – VERIZON, USA
Job Description: 

Reason for Leaving:
Provide technical and network problem resolution to end-users (customers) by performing a question diagnosis while guiding users through step-by-step solutions. Solutions include, but are not limited to, resolving username and password problems, uninstalling/reinstalling basic software applications, verifying proper hardware and software set up, power cycling equipment, assisting with navigating around application menus and troubleshooting email issues. Support will be provided by clearly communicating technical solutions in a user-friendly, professional manner. Representatives will perform related work as required.

Career Growth

EDUCATION
 

Highest Education
Second Highest Education 

Education Level: 

Tertiary
High School Diploma

Education Field: 

Nursing
Course: 

Bachelor of Science in Nursing
School/University: 

University of Perpertual Help System, Binan Campus
Collegio de San Juan de Letran, Calamba Campus
Date: 

Jun 2003 - Apr 2009
Jun 1999 - Apr 2003
INTERNSHIPS
1.

Fourth Year College, Nurse Internship
Duration: 

May 2009 - October 2009 (5 months) 

Company: 

Nagcarlan Community Hospital, Family Care Hospital, Santa Rosa Community Hospital

Job Description: 

Take care and treat ill, injured, and disabled patients, as well as newborn babies and their mothers. Assist surgeons during operations take charge of nursing works and other non-medical staff in operating room. Records the patient's symptoms and keep the patients medical records up to date, operate medical equipment, and often help with diagnostic tests.

2.

Third Year College, Nurse Internship
Duration: 

June 2005 - March 2006 (9 months) 

Company: 

San Lazaro Hospital, Ospital ng Binan, Dr. Jose G. Tamayo Hospital, LPH – Laguna Provincial Hospital, National Center for Mental Health (NCMH), East Avenue Medical Center, Fort Bonifacio Hospital

Job Description: 

Take care and treat ill, injured, and disabled patients, as well as newborn babies and their mothers. Assist surgeons during operations take charge of nursing works and other non-medical staff in operating room. Records the patient's symptoms and keep the patients medical records up to date, operate medical equipment, and often help with diagnostic tests.

SKILLS
Skill
Yrs of Experience
Remarks
1.

Customer Service

4.5
Fluent in English, Computer Literate 

2.

MS Excel, Powerpoint and Word

4.5
Makes reports and presentations based on performance data. Conducts store inventory as needed.
Others: Product Knowledge, Quality Focus, Problem Solving, Market Knowledge, Documentation Skills, Listening, Phone Skills, Resolving Conflict, Analyzing Information & Multi-tasking.
LANGUAGES SPOKEN
Language
Proficiency Level
(5=Excellent; 1=Poor)

1.

English

5

PERSONAL DATA
Age: 

29
Date of Birth: 

September 11, 1986
Gender: 

Female

Civil Status: 

Married
Height: 

5’2”
Weight: 

160 lbs


	
	


