Raymond C. Zara
Blk. 1 Lot 18 Manuel L. Quezon St. Wiltor Heights Q.C.
E-mail: phde.zara@gmail.com
Tel. No. 023551279/Mobile 09206575830
OBJECTIVE

To be in a position where discipline, knowledge, and relevant work experience in Administrative Services, Data Entry, Search Engine Optimization, Analysis and Customer Service contribute. 
WORK EXPERIENCE

Administrative Assistant V (Department of Social Welfare and Development)


DSWD Central Office

Batasan Complex Constitution Hills, Quezon City


October 2019 to Present

· Arrange and maintain the central file of the office Assists in placement of orders, refunds, exchanges; cancel or upgrade accounts

· Maintain and ensure a systematic filing of documents

· Ensure quick and easy retrieval of documents requested by the staff

· Handles BTMS transactions
· Process Load reimbursements of OUSPP staffs
· Process TEV of OUSPP staffs
· Routing of documents to offices

· Internal Referrals Focal Person - Interview, screen and refer persons seeking assistance from the Undersecretary

Customer Service Representative (T-mobile Live Messaging)


Teletech


19th Floor Pioneer 3 Mandaluyong City


June 2015 to October 2019
· Resolve multiple customer inquiries, complaints and perform troubleshooting via live messaging or over the phone
· Assists in placement of orders, refunds, exchanges; cancel or upgrade accounts
· Take payment information for purchases, setting auto pay and payment arrangements

· Follow up on customer requests for return phone calls, where necessary
· Make recommendations and ensure security with regards to customers account changes
· Provide assistance to new hires with their inquiries on resolving customers concerns

Relationship Manager (Barclays Card Email Correspondence)

Teleperformance Philippines


19th Floor Octagon Bldg. Ortigas Ave


March 2015 to June 2015
· Replies to customers request to change address, email, name and phone numbers
· Create cases necessary to solve customer requests and complaints not limited to EO cases
· Process adjustments with regards to fees and finance charges as requested
· Send letters such as account balance, closure confirmation, auto pay confirmation, fee removal confirmation and letters that answer customers requests with  regards to their account.
Trusted Advisor (AT&T Chat Support)


Teleperformance Philippines


10th Floor Tektite Bldg. Ortigas Ave


Sept 2014 to March 2015

· Answers customer/client requests or inquiries concerning services, products and reports problem areas

· Utilizes various systems and tools to initiate, assists and service customers

· Make recommendations according to customer’s needs

· Troubleshoots and resolves customer impacting issues such as but not limited to voice & data issues that span multiple networks and interdependent network elements, considering network conditions, connectivity, devices, applications, provisioning and billing.

Sales Consultant 

Suzuki Auto Commonwealth

Lot 1 Blk 17 Commonwealth Ave. Quezon City

Oct 2013 to Sept 2014
· Offer and sell units/vehicles at referral locations and at special sales events
· Offer and sell after-market products to car sales customers

· Generate new business by making sales calls to referral sources (Bank Branches and other referral sources) and expand the Car Sales market share

Search Engine Optimization Link Builder (SEO Link Builder)

Sourcefit Philippines Inc


6th flr. Cyberone Bldg. Eastwood, Quezon City

August 2012 to June 2013
· Responsible for analysis and execution of existing customer requirements pertaining to Link Building.

·  Identifying niches for optimal link building 
· Scope of basic Link Building tasks include, but are not limited to the following:

· Article Submissions, Blog Commenting/Posting, Social Bookmarking, Q&A Sites, Forum Posting, Social Media.
· Coordinates with SEO Consultant and local team on effectivity of and changes in SEO strategy. 

Data Entry Link Builder

Total Net Research Marketing Inc


HRC Center Rada St. Makati City


September 2009 to May 2012

· Basic Link Building, pertaining to Search Engine Optimization. 
· Provides links to web directories, article websites, bookmarking sites, blogs, online forums and other related media with focus on relevance and quality.
· POC for Peer to Peer training of new hires.
Project Clerk


PLDT TEMPO (Pointman Placement Specialist Inc.)


Boni Ave., Mandaluyong City


January 2007 to December 2007
· Receive and process SSS and HDMF loan applications from Provinces and within Manila.
· Prepares transmittal of SSS, HDMF and PHILHEALTH applications for submission to their respective offices.
· Accept daily incoming calls and entertain inquiries with relation to SSS, HDMF and PHILHEALTH matters.

· Proper control and releases of SSS and HDMF approved cheques to corresponding employees.

· Issues certificate of PHILHEALTH premium/contribution as requested by employees.

· Response to everyday e-mail messages requiring immediate action.

· Prepares EPLDT transmittal of approved SSS loan cheques for salary deduction purposes.
Hareba


Maruko Tennenboku


Saitama, Japan


June 2005 to June 2006

· By definition- a labourer. 

· Worked on the production line of a Veneer factory.

· Took on various odd jobs in between schedules.

Manager/Proprietor


Jaymon  General Merchandise


Sampaloc, Manila


January 2003 to June 2005

· Oversees and manages all transactions within the business. 

· Assist potential buyers in whatever they need.

Assistant Inventory Clerk

OMNI Security Investigation and General Services Incorporated

Pembo, Makati City


August 2002 to January 2003

· Initiates and oversees inventory checks for the company’s utility and janitorial supplies, which service various, schools, and private institutions. 

· Interviews and assists applicants for janitorial and security personnel positions.

· Conducts regular field work to properly supervise the company’s various operations in the schools and establishments in and around the Makati area. Duties also include drafting feedback reports from the field to be evaluated by my superior. 

Information Technology Trainee

Synex Advisors Management Incorporated
December 2001 to August 2002

· Performs regular system checks on the company server, which includes, system diagnostics, and deletion of quarantine viruses, updating registered programs and monitoring the status of a problematic ISP.

· Reports directly to the I.T. Head and has been tasked to make records of each system check and the results, including system down time, action taken and the results.     
SPECIAL TRAINING / SKILLS 

Fluent in Filipino and English 

Computer Literate (Windows Platform), 

Research, Writing presentation / promotional materials

Link Building
AWARDS 
 “Employee of the Month” February 2013 
SEO Link Builder  
Sourcefit Philippines Inc
EDUCATION 

	UNIVERSITY/

SCHOOL
	EDUCATIONAL ATTAINMENT /

DEGREE EARNED
	INCLUSIVE DATES

	AMA Computer University

Cainta, East Rizal
	BS Management Information Systems
	June 1998 – December 2001

	University of Santo Tomas

Espana, Manila
	BA Commerce
	1997 – 1998

	San Sebastian College Recoletos

C.M. Recto, Manila
	Secondary
	1993 – 1997

	San Sebastian College Recoletos

C.M. Recto, Manila
	Elementary
	1986 – 1993


GOVERNMENT EXAM TAKEN 

Career Service Sub-Professional Examination:
Sub-Professional Eligibility Rating       85.85 

PERSONAL INFORMATION 

Nickname: 

Mon 


Citizenship: Filipino 

Age: 


40 years old 

Civil Status: Married
Date of Birth: 

September 21, 1980
CHARACTER REFERENCES




Available upon request

