401 Longos, Zapote V,
       Bacoor, Cavite
       Philippines 4102

Mobile : +639172500791
Email : lani_0727@yahoo.com.ph
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Leilani G. Reyes

	Personal Data
	Nickname                                   :          Lei/ Lani  
Date of Birth                              :          October 7, 1977
Place of Birth                             :          Las Piñas, Philippines
Nationality                                 :          Filipino
Languages Spoken                   :          English, Tagalog

	Work Experience
	January 2011 –  Present            Mainstream Business Inc.                Bacoor Branch
                                                        SM Department Store
Customer Service Supervisor
Supervises and coordinates activities of workers engaged in customer service activities.
Observes and evaluates workers’ performance.
Plans, prepares and devises work schedules, according to budgets and workloads.
Communicates with other departments and management to resolve problems and expedite work.
 Reviews and checks work of subordinates such as reports, records, an application for accuracy and content, and correct errors.
 Prepares, maintains and submits reports and records, such as budgets and operational and personnel reports.
Plans and develops improved procedures.
Requisitions supplies.
Issues instructions and assigns duties to workers. 
Trains and instructs employees.
Interprets and communicates work procedures and company policies to staff.
Resolves complaints and answers questions of customers regarding services and procedures.
Helps workers in resolving problems and completing work.



Sept 2002 –  Dec 2010               Mainstream Business Inc.                Bacoor Branch
                                                      SM Department Store
Customer Service Assistant
Maintains effective and efficient customer service at  all times.
Accepts and processes customer’s payments for utilities, telecoms, insurance, credit cards etc.
Attends to customer complaints.
Handles cash proceeds from sales of gift pass, gift cards, show tickets, prepaid cards, etc.
 Maintains orderliness of work area to ensure systematic flow of work accidents
Release remittances local and international.



	
	May 1999  –  April 2002         Concrete Aggregates Corporation          Angono, Rizal
Secretary
Encodes documents that will submit and present to DPWH office for approval.
Follow-up documents at DPWH office.

	
	May 1995 –  January 1999        Jollimart  Corporation               Zapote Las Piñas Branch
Crew Leader
Satisfying  the needs of the customers.
In-charge when the managers and supervisors  are not around.
Assigned to train newly hired crew.
Place order and received to the suppliers.
Deposits daily sales and replenish bills and coins.



	Education
	1994 – 1998           Philippine Merchant Marine School        Las Piñas, Philippines
- College Graduate – Bachelor of Science in Custom Administration, 1998
1990 – 1994           Las Piñas Municipal High School	              Las Piñas, Philippines
- High School Graduate, 1994
1983 – 1990            Las Piñas Elementary School Central	      Las Piñas, Philippines
- Elementary School Graduate, 1990

	Computer Knowledge
	Windows, Microsoft Word, Excel, Lotus Notes, Internet and Email

	Interests
	Computer, Movies, Music




	References
	Ms. Kathleen Reyes          Customer Service Manager               SM Bacoor  Branch
Ms. Cristina Bersabal        Customer Service Manager              SM Bacoor Branch
Ms. Veronica Lanuza        Branch Marketing Manager             SM Bacoor Branch




I hereby certify that the above information is true and correct to the best of my knowledge and ability. Should find any information false and incorrect subjects to disqualification of this application.

                                                                                                                    _________________________
                                                                                                                                LEILANI G. REYES
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