SHEENA
Email: sheena.333590@2freemail.com 
CAREER OBJECTIVES
Aim is to be associated with a reputed organization that would provide me an opportunity to work in a challenging work environment, where my skills can be refined and used for my personal growth as well as that of the organization. 
PERSONAL SYNOPSIS

· Optimistic and visionary, passionate about learning, loves to be a team member can accept responsibility and be able to live up to it.

· Capable of getting to work with minimal supervision, friendly and competitive individual and good team player.

· Detail oriented & efficient with strong interpersonal skills and the ability to relate to people at all levels across the Organization.
                                                           EMPLOYMENT HISTORY
A. CUSTOMER SERVICE EXECUTIVE/ ADMINISTRATIVE EXPOSURE (5 YEARS & 3 MONTHS)

1. Senior Customer Service Executive


15th March 2011- 30th June 2016
BLS INTERNATIONAL SERVICES - Dubai, UAE





Job responsibilities:
· Interacting with customers (different nationalities) regarding visa queries.

· Checking of documents like passports, medical reports, business letters, and bookings for visa related services. 

· To provide the guidelines for the various categories of visa and documents required for making a visa application and the fee structure for each type of visa prior to preparing the application for submission.
· Provide administrative support to Visa Service.
· Handling of cash and maintaining daily report.
· Manage reception twice a month.
· Awards: Employee of the month (JAN 2012) , Highest number of applications accepted 
B. BPO / CUSTOMER SERVICE REPRESENTATIVE (1 YEAR & 1 MONTH)
1. Customer Service Representative 



June 08, 2009 – July 18, 2010
PACIFICHUB CORPORATION - Ortigas, Philippines


Job responsibilities: 

· Providing inquiries about their accounts such as billings.

· Offer and provide the latest promos and packages of Globe and Touch Mobile.

· Calling subscribers and offer the upgrading and changing of their sim cards.
· 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.
· Contributes to team effort by accomplishing related results as needed.
Trainings
Literacy Training Program


June 2007- 2008


Quezon City, Philippines

Practice Teaching (On-Campus)


August – October 2008

Technological University of the Philippines

College of Industrial Education

Practice Teaching (Off-Campus)


December – March 2009


San Bartolome High School 




Novaliches, Quezon City

Academic Qualification
BACHELOR OF SCIENCE IN INDUSTRIAL EDUCATION MAJOR IN COMPUTER EDUCATION – (TECHNOLOGICAL UNIVERSITY OF THE PHILIPPINES- MANILA, 2009) – GRADUATE
Professional Teacher – Board Exam Passer – Year 2010 – Professional Regulation Commission
