IVAN
IVAN.344154@2freemail.com 

	OBJECTIVE:

	To become a successful professional within an organization by utilizing my skills, abilities and my strong desire to undertake challenging jobs and work with a team.


	STRENGTH:

	Good communication skills with strong customer service background. Solid Team builder. Professional work oriented even under pressure. Good time management with keen attention to details and follow on deadlines. Good in office support, great customer / technical service support and accounting skills. Have good background on Microsoft application.


PERSONAL PROFILE
Age

:
28 years old
Birth date
:
September 05, 1988


Gender

:
Male






Citizenship
:
Filipino

EDUCATIONAL QUALIFICATIONS
Tertiary

:





University of Cebu Lapu-Lapu and Mandaue

Bachelor of Science in Nursing


(2005-2009)
Secondary
:





Mt. Olives Christian Academy

(2001-2005)
Primary

:





Opao Elementary School

(1994-2001)



WORK EXPERIENCE:
1. Kedo Technology, Dubai, UAE – Admin Staff/Telemarketing
(June 2016 - Current Employer)
· Makes quotation and invoices to be provided to our clients.
· Negotiate with suppliers to provide the best price to our clients.
· Dealing with telephone and email enquiries;
· Creating and maintaining filing systems;
· Scheduling and attending meetings, creating agendas and taking minutes
· Keeping diaries and arranging appointments;
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases
· Organizing and storing paperwork, documents and computer-based information;
· Photocopying and printing various documents, sometimes on behalf of other colleagues;
· Dealing with clients and suppliers to get the project done at a timely manner.
· Insuring that great quality service is delivered to our client by insuring that artwork is done properly by our technical team.
· Provided our company with list of suppliers to have the project done with great quality
· Work together with our Purchasing Manager in terms of sales and inventory.
2. Accenture, Philippines – Administrative Assistant/Back Office/Receptionist
(March 2015 – April 2016)
· Pre-qualify service calls via telephone, email or other customer required method.

· Assist with service order creation, site set up and maintenance and general work overflow.

· Create, Maintain and update various spreadsheets in order to provide data to call center staff and/or customer.

· Retrieve and report status of service calls to customer via telephone, email or 3rd party website.

· Follow up with Vendors and update system.

· Process incoming night watch.

· Answer incoming phone calls

· Various administrative duties as assigned by the Call Center Manager.

· Complete special projects as needed.

· Fill in for Account Managers as needed.

· Perform other job related responsibilities and functions as directed by Management
3.    Stream/Convergys Inc. - Customer Service Associate/Sales Associate/Call Center
(November 2011 – October 2014)
· Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services over the phone.
· Gather customer’s information and determine the issue by evaluating and analyzing the symptoms
· Offer customer our company's products to get sales.
· Computer Literate and work on Microsoft Applications
· Floorwalker in the operations that takes in supervisory calls
· Handled a team and trained them in the operation
· Conducted training to new hires
· Assess and assist new hires on their 1st 2months in the operations after training
· Updates team stats
· Monitors  the  queue

