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CORPUZ, SHARON VERGARA
Home Number: (072) 619 4135
Mobile Number: +63 977 459 0147 
Email Address: Sharon_corpuz14@hotmail.com





Objective
To be part of your excellent and supreme institution were my dedication and hard work will gain me to be an efficient and productive asset by contributing my whole effort, knowledge and abilities.
highlights of professions
Customer Service Representative/Telemarketing/Appointment Setter/Recruitment Specialist
Receptionist
Administrative Assistants
Staff Manager
Human Resource Manager
Photographer
Strong experienced Microsoft Excel Skills 
Ability to work in Google sheets 
Education
Computer Technology		 | 1996 – 1999
Computer System Design and Programming | 1999 - 2001
work experiences	
· TASK US – La Union | Customer Service Representative | La Union | July 19, 2019 to Present 
· Experienced on phone, email and live chat support plus, experience in Customer Service Sales, Billing collections and Technical Support.
· A strong verbal and written communication and a comprehension skill.
· A Computer literate and proficient in the use of Windows OS, Apple OS X, Microsoft Office and Google applications.
· Can type at least 40 words per minute on chat
· I have a good problem solving and critical thinking skills with focus on issue resolution and customer satisfaction.
· I am resourceful and able to multitask and has high attention to details.



· Freelance Photographer |Photographer | Dubai, UAE | September 2016 to April 2019
· Dhow Cruise (everyday)
· Birthday Parties
· Private Parties
· Couple Photo Shoot
· Corporate Party


· RWAYB Nail Station LLC |Administrative Coordinator/Managing Staff/HR Manager | Dubai, UAE |   July 2017 to April 2019
· Administrative Coordinator:
· Prepare payment certificates
· Prepare correspondence to government authorities, clients and supplies
· Following up and process all government permits and certificates
· Provides necessary support for the staff
· Manage all procurement requests
· Dealing with finance
· Manage all administrative reports
· Conducting interviews
· Responsible for company’s petty cash
· Managing Staff / Human Resource Manager
· Full staff scheduling
· Schedule an appointment management
· Track product inventory
· Send appointment reminders
· Business reporting
· Monitoring leadership
· Staff recruitment
· Marketing & Promotion
· Financial Management
· Prepares employee’s for assignment by establishing and conducting orientation and training programs.
· Maintains management guidelines by preparing, updating and recommending human resource policies and procedures.
· Complete human resource operational requirements by scheduling and assigning employee, following up on work results.
· Maintains human resource staff recruiting, selecting, orienting and training employees.
· Sagson Institute FZ-LLC (Qualifications House UK) | Receptionist/PA/Admin Assistant | Dubai International Academic City, Dubai UAE | July 2016 – June 2017
· Receptionist
· Welcomes visitor’s by getting them in person or in the phone, answering or referring inquiries.
· Directs visitor’s by maintaining employee and department directories, giving instructions.
· Maintains security by following procedures, monitoring logbook, issuing visitor’s badges.
· Personal Assistant
· Screening telephone calls, inquiries and requests, and handling them when appropriate
· Welcoming the CEO’s guests
· Organizing and maintaining the CEO’s diary and making appointments, and available time, word processing, dealing with correspondence, writing emails/letters and corporate documentations/SOP’s/policies (further information on such detailed herein), taking dictation.
· Typing minutes of meeting reports; organizing meetings
· Ensuring the CEO’s well-prepared for meeting/business trips, preparing meeting agendas.
· Admin Assistant
· Designing and producing documents, briefing papers, reports and presentations;
· Organizing of corporate and company entertainment, management meetings and events;
· Devising and maintaining office systems, including data management, filing, etc.;
· Performs general clerical duties to include but not limited to: photocopying, fixing, mail distribution and filing.
· Coordinates using Microsoft Office, such as Excel, Publisher, Word and Power Point.
· Sourcing and ordering stationery and office equipment’s.

· ARMA Properties | Customer Service Representative | Fairmont Offices, Sheikh Zayed Rd., Dubai, UAE | June 2015 to June 2016
· Duties and Responsibilities
· Dealing with telephone and email inquiries
· Offering a		 property investment from international.
· Arranging appointments
· Utilized computer technology to handle high volume of calls
· Providing high level administrative and executive support for management.

· PRINT OUTS | Receptionist/Secretary | Al Barsha, Dubai, UAE | May 2014 to May 2015
· Duties and Responsibilities
· Welcomes customers and guests as soon as they arrive with the great care and attention
· Helps encourage customer loyalty by building friendly, personalized relationships
· Ensures the administrative procedures 
· Handles all incoming and internal phone calls
· Using variety software packages, such as Microsoft office (Word, Excel, PowerPoint, etc.) to produce and organize documents and to maintain presentation, records, spreadsheets and database.

· TELEPERFORMANCE (Formerly AEGIS People Support) | Call Center Agent | Baguio City, Philippines | May 2012 to February 2014
· Duties and Responsibilities
· Collection Department – credit/collection, processing credit card/loan application, financial account
· Provides comprehensive and quality customer care at all times
· Apply and learned knowledge and procedures when servicing customer queries
· Communicate effectively and efficiently with internal and external customer care
· Ensures customer satisfaction in all transactions
· Ensures validity and confidentiality of clients/customers information.



· Customer Service Representative/Appointment Setter/Admin Assistant/Sourcing Specialist Recruitment
HOMEBASED CALL CENTER (Account: Merchant Services) | Call Center Agent/Manager/Supervisor | Philippines – Base in California USA | September 2007 to March 2012
· Duties and Responsibilities
· Customer Service Representative
· Managing large amount of inbound and outbound calls in a timely manner.
· Following call center scripts when handling different topics.
· Identifying customer’s needs, clarify information, research every issue and providing solutions
· Appointment Setter
· Contacting potential customers and arrange sales calls.
· Typically, I am making approximately a hundred calls or emails per day.
· I am also responsible for keeping the records of potential clients and of their productivity.
· Virtual Assistant 
· I am performing various administrative tasks, including answering emails, answering phone calls, scheduling of meetings, making travel arrangements.
· I was also in-charge of the Social Media Marketing
· Recruitment Specialist
· Managing the daily running of my call center including sourcing equipment, effective resources, planning and implementing call center strategies
· Ensuring all relevant communications, records and data for my agents.
· Handling sourcing of candidates in high quality or volume environment
· Recruiting or searching of candidates from different search engines like LinkedIn, Craigslist, Jobstreet, etc.


PERSONAL PROFILE
Nationality						: 	Filipino
Marital Status: Married
Date of Birth: 23 September 1979
Religion: Christian
Number of Children: 3 (Three)
Notice Period: Immediate


Character Reference: Upon Request
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