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ma. czarina

czarina.271410@2freemail.com  
objective:  Seeking a job that is challenging and rewarding.  A position that offers opportunities for professional growth and advancement.

EXPERIENCE

	October 2015  - December 2015              CLIQUE EVENTS CO                                  Business Bay, Dubai UAE

EVENT COORDINATOR

· Handled sales, marketing, promotions for different clients in mall events / Product Launching / Radio _ TV Production.

· Prepare executional plan

· Act as the company liaison for the events production team

· Develop agendas/timelines

· Draft and adhere to event project budgets

· Prepare and manage documents to track cost and expenses

· Venue assessments to create floor plans

· Logistics and coordination of technical aspects (lighting, sound, staging)

· Negotiating with vendors

· Vendor contracts and agreements

· Sourcing and management of staff, event crew, and security

· Printing and distribution management

· Photography team management

· Post event reporting and evaluation

· Events handled: PBA Philippine Cup 2016 in Dubai / Kaye Cal: A Night of Rythm

March 2015  - September 2015              24/7 Philippines                                  Valero St. Makati City

Customer Service Representative – MOBILE END USER (Corporate – Australian account)

· Support customers for their mobile service

· Assist customers for their data and call charges

· Assist in billing / account inquiry / sim card activation

· Troubleshooting with customers

· Process new corporate account

· Account activation / deactivation (data / calls / roaming / sms)

October 2013 – March 2015                24/7 Philippines                                  Valero St. Makati City

Technical Support (Tier 2)  – Internet Support (US Account)

· Support customers for their internet concerns

· Troubleshooting with customers

· Assist in slow speed / intermittent / SSID not broadcasting / modem offline

· Assist customers for their email / password concerns

· Schedule a technician appointment for customers

· Check customers device and assist them for any issues and concerns

March 2012 - September 2015                 ONLINE PHARMACY                        UK Based Company

Email / Chat Support  (Home Based / Freelance)

· Answers emails and chat support

· Answer emails in ticket system

· chat support / email for online pharmacy

· Handles inquiries / order taking / follow-up orders / refunds / shipping concerns / product knowledge / complaints / discounts

· Make report and forward concerns to billing and shipping department for customers concerns for the day.

· Make phone calls for verification and follow-ups

May 2009 - Present                  PIPERSTORM PICTURES                 Cubao, Quezon City           

PRODUCTION MANAGER (FREELANCE)

 Indie Films  “WILL OF THE HEART” / "FLING" / “PROM DATE” / "HANGGANG TINGIN" music video of Miguel Mendoza / "OCEAN DEEP" music video of Michelle / ING Manila Group music video of SMOOTH CRIMINAL “IF YOU SMILE” music video of Kyna De Mesa

· Prepare casting call / audition.

· Delegates work assignments to production staff.

· Prepare permits, letters and memos for locations, catering and sponsors.

· Costing and budgeting expenses / liquidations / reimbursements.
· Scheduling of shooting dates / checking availability of artists’ schedule.
· Prepare production supplies and technical requirements.
· Post productions / recordings / dubbing / editing.
· Mall tour and special screenings in theaters.

· Links of Music Videos done:  

“IF YOU SMILE”   

January 2012 - March 2012        GERRY'S GRILL BAR AND RESTAURANT         Makati City Philippines

SERVICE CREW

        ●       Responsible in handling and serving the customer.

        ●       Responsible in cleaning the store

June 2011 –  December 2011   BELLHAUS ENTERTAINMENT INC   Greenhills, San Juan City

ROAD MANAGER 

(Artist Handled: BEA TANTOCO & THE SAUCE / AFTERSHOCK / GEE CANLAS / JHAI‘HO)

· Artist handling and management.

· Plan, organize and make the schedule of the artist.

· PR , Sales and Marketing of the artist to regulars gigs, corporate shows and events, VTR, commercials, tv and radio guestings, concerts, etc.

· Responsible for the popularity and visible appearances of the artist.

· Manage rates and talent fees of the artist.
February 2011 – June 2011             IDEAL MINDS CORPORATION           Ortigas, Pasig City

PRODUCTION MANAGER / SEGMENT PRODUCER 

(Special Projects: AXA / BACTIDOL / MONGOL CRAYONS) / (flippish.com shows: Honey B / Hot Spots / VJ Live / Flip Tunes / Special events coverage / GO Negosyo)

· Control all aspects of production, ranging from show idea development and cast hiring to shoot supervision and fact-checking.

· Coordinating w/ clients regarding projects / events.

· Responsible for the show's overall quality and survivability.

· Costing and budgeting expenses / liquidations / reimbursements.
· Process DTI permits
· Delegates work assignments to production staff.

· Prepare permits, letters and memos for locations, catering and sponsors.

· Scheduling of shooting dates / checking availability of artists’ schedule.
· Prepare production supplies and technical requirements.
· Post productions / recordings / dubbing / editing.
· Booking of guest artists / bands / singers / models / talents

· Responsible for day-to-day production

SHOWS / PROJECTS:


3LOGY (short video) 


ONE HAPPY DAY (short video


ESKINITA (short video)


HONEY B as  DARNA (short video) audition/2011/06/06/


SATURDAY (Friday Parody


B-SIDE (event coverage)

BACTIDOL (viral video 1) 

BACTIDOL (viral video 2) 


BACTIDOL (viral video 3) 

December 2009 – January 2010              IMAGINATIVE MEDIA PRODUCTION       BF Resort, Las Pinas
Production Manager  Indie Film  “DETEKTIB ” (FREELANCE)
·  Prepare casting call / audition.

· Delegates work assignments to production staff.

· Prepare permits, letters and memos for locations, catering and sponsors.

· Costing and budgeting expenses / liquidations / reimbursements.
· Scheduling of shooting dates / checking availability of artists’ schedule.
· Prepare production supplies and technical requirements.
· Assist during tapings / over-all in charge on the set.
· Post productions.
February 2009 - April 2009            RELUCIO PRODUCTION  / BLUE MEDIA COMMUNICATIONS            

The Crescent , San Miguel Ave. Ortigas Pasig City / The Fort, Bonifacio Taguig

PRODUCTION ASSISTANT / ASSISTANT PRODUCTION MANAGER(FREELANCE)

 Indie Films ( "4 to 5" / "PANAHON NA")

· Prepare pre-prod meetings / venue.
· Prepare the technical and production requirements for the shoot.
· Prepare permits, letters and memos for locations, catering and sponsors.
· Assist during tapings / assist the artist / script reading / crowd control.
· Website links of video teasers:
“4 to 5” 
May 2008 - January 2009                 SCRIBBLEWORKS PRODUCTION INC      Boni, Mandaluyong City

EVENTS COORDINATOR (CALPOL / SUN CELLULAR / FORD ESCAPE / PAMPERS)

· Handled sales, marketing, promotions for different clients in mall events / Product Launching / Barangay Activation / Mall Sampling / Radio _ TV Production.

· Prepare executional plan

· Act as the company liaison for the events production team

· Develop agendas/timelines

· Draft and adhere to event project budgets

· Prepare and manage documents to track cost and expenses

· Venue assessments to create floor plans

· Logistics and coordination of technical aspects (lighting, sound, staging)

· Negotiating with vendors

· Vendor contracts and agreements

· Sourcing and management of staff, event crew, and security

· Printing and distribution management

· Photography team management

· Post event reporting and evaluation

July 2005 – July 2007                                 TREC GLOBAL                         Ortigas, Pasig City

CUSTOMER SERVICE REPRESENTATIVE – Senior Agent


Handled United Kingdom s selling campaigns; US computer and recruiting services; Floorings; Baby stuff; Account Verifier; Lead Generation (Inbound/Outbound Campaigns) OIC

	February 2003 – November 2004                         ABS-CBN NETWORK                                  Quezon City

PRODUCTION ASSISTANT (PA)


Technical/Production Assistant.


Attended pre-production and post-production meeting.


Prepared the necessary technical requirements before the taping.


Assisted the artist on the set.


Production PA (prepare ex-deal letter for sponsors, memos for permits and the props required).

· Post Production PA (prepared tapes for editing/digitize material tapes and prepared schedules for editing, scoring and effects).

May 2002 – February 2003            DATA SEARCH                     Madrigal, Alabang City

DATA ANALYST


Online editor; encoded data (deed of trust/grant deed and other documents from the clients abroad).


Education

           1998 – 2002                                    Adamson University                     San Marcelino, Manila


AB Mass Communication
          1994 - 1998
                          Adamson University                                San Marcelino, Manila


BS Computer Science

          Summer 1991 & 1992                         SpeechPower                                          Manila


               English Conversation Practice 1 &  2

          Summer 1990              Cora Doloroso Career Development Center                          Manila


Personality Development

trainings

02/09                               GLS TRAINING CENTER / CENTURY PARK HOTEL

· Hotel & Restaurant training    

04/05                             Philippine Airlines Learning Center
                                           Philippines

· Airline Ground Staff Program

02/05                           Philippine Airlines Learning Center                                              Philippines

· Customer Service Agent Program

Seminars
02/05             Corporate Communications Effectiveness 2000
               Shangrila, Makati


Corporate Communication Seminar

Extra curricular activities

08/00                One-Four Photo-Video Journalists Foundation, Inc
                            Taytay, Rizal


Photo   Video Journalism Workshop

04/00 - 06/00                  Center for Arts Foundation                                New Manila, Quezon City


Theater Acting workshop

.

skills

Excellent communication skills, multi-tasking, fast learner, hardworking and creative thinker.  Can work in minimal supervision.  Thrives on challenges and quickly adapt to new environment and responsibilities.  Comfortable communicating with people from diverse backgrounds, occupations and cultures.  Outgoing, personable and highly responsible.  Microsoft Office knowledgeable.
