[image: ]   Renalyn-Gay R. Agullana
   Brgy. 13, Aggasi Pagudpud Ilocos Norte
   E-mail Address: Lhenagullana0612@gmail.com  
   Contact Number: 09384219176

Career Objectives: A compassionate, dedicated and determined person with a goal in continuously providing best quality service to people is seeking for a position to apply skills, knowledge and to work within a media-based network. With good communication skills, pleasing personality and confidence that can guarantee people/establishment on the quality of service I can highly offer. Has the responsible attitude to become a reliable and trustworthy asset of the company.
PERSONAL INFORMATION:
	Birthdate
	June 17, 1989

	Birth Place
	Aggasi Pagudpud Ilocos Norte

	Gender
	Female

	Civil Status
	Single

	Citizenship
	Filipino

	Religion
	Roman Catholic

	Height
	5’2

	Weight
	62kg



EDUCATIONAL BACKGROUND:
· 6/2010-4-2014, Mariano Marcos State University, Batac City Campus
Degree, Diploma, Bachelor of Arts in English Studies; Major in English as a Second Language
· 6/2006-3/2008, Data Center College of the Philippines
Tertiary Level, Two-year Certificate in Computer Technology
· 6/2002-4/2006, Luzong National High School
Secondary Level, Diploma
· 6/1986-4/2002, Pagudpud Central Elementary School
Elementary Level, Diploma
WORK EXPERIENCES:
CUSTOMER SERVICE REPRESENTATIVE
11/2017- 11/2018, Alorica Teleservices Inc., San Nicolas Ilocos Norte
· Handle customer service inquiries, complaints, billing and payment extensions/service requests. 
· Calm callers, build trust and repair trust, locate best resources for problem resolution and design best option solutions.
· Managed a high-volume within a deadline-driven environment.
· Resolved inquiries in any given week and consistently met the target performance benchmarks in all areas (speed, accuracy, volume).
· Became the lead “go-to” person for new reps and particularly challenging calls as one of the company’s primary mentors/trainers of both new and established employees.
· Helped company attain the highest costumer service ratings (as determined by external auditors)—earned 100% in all categories including communication skills, listening skills, problem resolution and politeness.
· Formally commended for initiative, enthusiasm, persuasiveness, intense customer focus and dependability in performance evaluations.
· Completed voluntary customer services training to learn ways to enhance customer’s satisfaction and improve productivity.
SECRETARY
2/2016-02/2017, Afrina Group of Companies- Afrina Beauty and Henna Centre
Al Barsha 1, Dubai United Arab Emirates
Job Descriptions:
· Serve visitors by greeting, welcoming, directing and announcing them appropriately.
· Answer, monitor and forward any incoming phone calls while providing basic information needed by the visitors. Project a professional company image through personal and phone interaction.
· Receive and sort daily mails/ deliveries/ and couriers.
· Update appointment calendars and schedules of flights and tours.
· Maintain security by following procedures and controlling access (monitor logbook, issue visitor badges)
· Handling clerical duties. Such as filing, photocopying, typing, data entry and preparation of letters and documents.
· Prepare & coordinate documents for visa requests (PRO), gate passes, office access cards, sponsorship cancellation (PRO) and repatriation, etc
· Check monthly documents which will expire and prepare logistics for prompt renewal of visas, working permits, Dubai Municipality card, and OHC cards of the staff.
· Preparing Salary Certificates, No objection Certificates and other company letters.
· Attending meetings with the Managers and preparing minutes of the meetings.
· [bookmark: _GoBack]Ticket booking of the Owner and co- employees.
· Preparing and applying for visa application of the Managing Directors.
· Applying Insurance for every employee.
TUTORIAL TEACHER
4/2015-5/2015, Living Rock Christian School of Excellence – English Proficiency Clinic
Job Descriptions:
· Teaching kids as to their thinking capacity.
· Calm hyper children, and giving them appropriate lessons.
· Boasting the confidence of every individual for them to learn better.
· Giving the best strategy to mingle and teach kids with different attitudes.
· 
SKILLS AND EXPERTISE
· Computer literate in Microsoft Office (Word, Excel, PowerPoint and Outlook).
· Highly organized with good communication skills and telephone etiquettes.
· Strong skills in time management, prioritizing task and meeting deadlines even under extreme time pressure.
· A dedicated person committed to providing high quality support, cooperatively work with others to produce and deliver required work.
· Loans processing and documentation.
· Knowledge of office management systems and procedures.
· Excellent time management skills and ability to multi-task and prioritize work.
· Attention to detail and problem solving skills.
· Good Written and verbal communication skills.
· Can work easily with minimum supervision.
· Patience and the ability to work under pressure.
· Flexible, Hardworking, Team oriented, and Self-motivated
· Ability to adapt and learn quickly
· Communication and People Skill

· Very customer service oriented.
· Consistent in maintaining positive attitude towards co-employee and clients.
· Articulate and very effective in working with people of different backgrounds and temperament.


I hereby certify that the above set of information is true and correct to the best of my knowledge.
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