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Summary:
· Proficiency in English and Filipino, both oral and written.
· Possess strong written and verbal communication skills.
· Ability to handle multiple tasks and meet deadlines.
· Proficient user of Microsoft Word, Excel, Powerpoint and the Internet.
· Ability to take initiatives and work under minimal supervision. 
· Positive attitude with excellent time management skills.
· Proven track record of supervising and monitoring skills. 
· Possess strong interpersonal and problem solving skills.
Educational Summary and Certifications:
· Bachelor's degree in Customs Administration from Philippine Merchant Marine School in 1999.
· Licensure in Customs Broker from the Pilippine Regulatory Commission in 1999.
· Certification in Logistics conducted by Exel Philippines Inc. in 2003.
· Lean Basic with Six Sigma taken on September 23, 2015
· ITIL v3.0 e-Learning taken on September 6, 2014
Professional Experience:

OPTUM GLOBAL SOLUTIONS INC., 12th Flr., Vector 3, Northgate Cyberzone, Alabang, Muntinlupa City
July 16, 2018 – at present
IT Helpdesk – Technology Support Center

· Create ticket for incoming calls
· Assist users in any technical issues
· Perform password resets
· Submit incident tickets and assign to workgroup 

COGNIZANT TECHNOLOGY SOLUTIONS PHILS. INC., Science Hub, Mckinley Hills, Taguig City
August 22, 2014 – June 30, 2018
IT Helpdesk – Supervalu

· Assist retail store owners, employees and distribution centers with various technical issues
· Create tickets for incoming calls
· Perform password resets for users
· Perform troubleshooting for various store equipments like store workstation, cash registers, pharmacy computers, scan gun, etc.









CONVERGYS PHILS. INC., Alabang, Muntinlupa City
January 23, 2012 – June 25, 2014
Technical Support Representative – Optus Mobile Telecom

· Troubleshoot issues with mobile phones
· Assist customers with regards to their connectivity problems
· Perform location assessment and inform customer if location is signal ready
· Perform quality audits for various agents and on all incoming calls
· Submits monthly team reports (AHT and QA)

CONVERGYS PHILS. INC., Makati City
January 3, 2008 – December 24, 2008
Technical Support Representative – Time Warner Cable-Road Runner Network

· Trouble technical issues with customers connectivity
· Create tickets and assign to workgroup, if necessary
· Assess customers connection by checking various tools and make necessary recommendations

TELEPERFORMANCE PHILS. INC., Pasig City
December 5, 2006 – July 19, 2007
Customer Care Specialist – SPRINT Account

· Assist customer with billing issues
· Do sales from time to time
· Troubleshoot mobile and connection issues

NONPAREIL INT’L. FREIGHT & CARGO SERVICES INC., Paranaque City
May 22, 2006 – November 22, 2006
Air Import Manager

· Manage air import team
· Checks and approves liquidation
· Prepares receipts and other charges for billing
· Coordinate with importers about the status of their shipment


FETA FREIGHT SYSTEMS PHILS. INC., Parañaque City
September 6, 2004 – April 30, 2006
Import-Brokerage Manager

· Handles both brokerage, sea and air import team
· Checks and approves liquidation and other expenses
· Attends various seminars in relation to customs clearance
· Inquire import rates to various international agents
· Provide shipping instructions based on customers preference

EXEL PHILS. INC., Pasay City
December 12, 2000 – September 3, 2004
Clearance Executive 

· Perform customer service and sales for the Clearance team
· Inquire rates to shipping lines and airlines
· Submit quotation to potential clients



CIRCLE FREIGHT INT’L. PHILS., Parañaque City
August 18, 1999 – December 18, 1999
In-House Personnel for Visteon Philippines Inc., Sta. Rosa, Laguna (Project Employee)

· Serve as liaison between head office and client
· Prepares shipping documents, import or export

Seminars & Trainings:
· Being an Effective Team Member on November 2, 2018
· College of Emerging Technologies on October 10, 2018
· College of Cloud Computing on October 9, 2018
· College of Agile on October 8, 2018
· Overview of the ITIL Service Lifecycle on October 5, 2018
· Code of Ethics taken on August 14, 2017conducted by Cognizant Compliance and Ethics Training Center
· Intelligent Process Automation 101 taken on May 29, 2017
· Workforce Management: Forecasting & Utilization Control taken on June 29, 2015 at Cognizant Technology Solutions Phils. ODC1
· ITIL v3.0 Assessment taken on September 12, 2014 at Cognizant Technology Solutions Phils. Lakandula Room with a passing score of 68%
· Vessel Familiarization Tour conducted by Super Ferry 19, Pier 15, Manila on April 17, 2010
· CCBI National Conference held at the Centennial Hall of The Manila Hotel on August 15, 2006.
· Briefing on CAO 3-2006 & its effects on RA 9280 at Centennial Hall of The Manila Hotel on March 10, 2006.
· Port Familiarization Tour of Port of Manila, Manila Int’l. Container Port and The Manila Harbor Centre on February 28, 2006.
· FACFOB General Membership Meeting at the Jasmine Hall of Hyatt Regency Hotel on November 15, 2005.
Personal Details:
· Date of Birth:       JUNE 2, 1978
· Place of Birth:	QUEZON CITY
· Marital status:      MARRIED
· Height:                   5’3”
Reference:
Available upon request.
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