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EDUCATIONAL ATTAINMENT

College of Business Education Bachelor of Science in Food Service and Institutional Management
2007-2011
Universidad de Sta. Isabel, Elias Angeles St. Naga City, Philippines


PROFESSIONAL EXPERIENCE

Call Center Agent – Bell Mobility
Quantrics Naga (Bell Canada)
May 18, 2021 – PRESENT
· Maintenance and enhancement of client relations, updating and maintaining client profiles
· Processing upgrades, migrations, number changes, serial number changes, service requisitions, arranging for shipping and delivery.
· Support Medium and/or Enterprise Corporate Account. work closely with the sales team to develop and build relationships with clientele as well as increasing client loyalty and satisfaction
· Explaining billing details and payment history. 
Call Center Agent -Dental Provider
Concentrix Naga
August 24, 2020 – May 14, 2021
· Respond promptly and professionally to inquiries from Dentists, provider office staff, agents/broker and employer group representatives via telephone.
· Manage all transactions within established policies and procedures to ensure HIPAA compliance
· Adherence to occupancy and efficiency standards in order to meet customer performance guarantees
· Processing claim request and request adjustments to paid claims
· Explaining members dental benefits and amount per procedures.
Senior Retail Sales Executive
DU Telecom Company
November 28, 2016 – July 24, 2019
Mirdif City Centre, Dubai, UAE

· The prime concern of the Telecom Sales job is keeping the customers happy. You have to provide answers to all the queries of the customers and ensure that all their complaints are sorted out.
· Providing all products and services to all segments (Personal Accounts, Small to Medium Enterprise, Government and Large Enterprise Group of companies)
· Achieve the individual agreed quantitative sales targets for different product and services.
· Maintain professional and technical knowledge by attending educational workshops.
· Maintains customer rapport by listening to and resolving concerns; answering questions.
· Explaining Bill issues / Monthly Invoices.
· Count money In cash drawers at the beginning of the shifts to ensure that amounts are correct and that there is adequate change.
· Receive payment by cash, check and credit card.


Customer Service Representative
Dubai International Airport
July 2013 – January 2015
Dubai, United Arab Emirates

· To provide a welcome service, guiding passengers to the proper terminal, explaining airport regulations and to assist in smoothing the passengers’ journey through the airport.
· Responsible for working on the phone and in person to provide information about travel plans for customers, giving the customer information about arrival and departure times.
· To solve passengers problem on site issues which impact on business customers experience at Dubai Airport. 


Hostess & Service Staff
“Koufu” Rasapura Masters Marina Bay Sands Hotel Singapore 
March 2012 - September 2012
 2 Bayfront Avenue, The Shoppes at Marina Bay Sands (Canal level), Singapore 018972

· Greet guests and patrons personally and on the telephone.
· Make reservation arrangement
· Present menus and take orders
· Relay orders to the kitchen and ensures all orders are filled in a timely and accurate fashion
· Maintain clean and organized tables and work area
· Assist room service when and as needed
· Billing out
· Cashier 


Hostess & Service Staff
Prego Ristorante (Italian Restaurant)
Practicum/Affiliation
November 2009 - May 2010
Fairmont Hotels and Resorts Singapore
2 Stamford Road Singapore 178882

· Greet customers and ensure customer satisfaction.
· Offer appropriate seating arrangement
· Take guest orders and running food
· Ensure that customer’s order are properly printed in order tickets
· Billing out
· Maintain clean and organized station including pre-bussing and table maintenance
· Demonstrate knowledge of all tables and station number
· Assisting guest to their reserved table
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