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	ABOUT ME

Strongly focused with the ability to complete tasks accurately in a fast-paced environment, goal-oriented, and extensive experience in handling different types of customers with 6 years of dedicated service in providing support. Independent worker, a detail-oriented with a genuine desire to find solutions to customer problems. Proven ability to resolve issues quickly and effectively. Consistently meet company's quality standards and adhere to product and service updates. Provide support to team members. Eager to learn new things and accept challenges.

	personal details


DATE OF BIRTH
MAY 12,1981

MARITAL STATUS
WIDOW

NATIONALITY
FILIPINO

	WORK EXPERIENCE

CUSTOMER SERVICE ASSOCIATE AMAZON.AE - Dubai, UAE (May 2017– July 2020)
    Interact directly with customers via phone, Fresh desk and Email.
    Providing customers complete information regarding products and services we offer, processing refunds, and ensuring customer satisfaction is highly fulfilled. 
  Delivering timely, accurate and professional customer service to all customer.
  Assisting clients upon tracking and following-up on their order information through contacting the seller and courier efficiently.
  Arranging customer’s order/deliveries and coordinating with freight forwarder or shipping scheduler to ensure timely shipment. 
 Creating tickets and sending email correspondence as proper escalation request to expedite customer's issues or concern


CALL CENTER AGENT Q-EXPRESS DOCUMENTS TRANSPORT LLC (AN AMAZON SUBSIDIARY) (October 2013 – April 2017)

  Call customers to schedule delivery appointment and confirm delivery address.
  Coordinate with logistics staff and supervisors regarding any urgent shipments or special requests.
  Answer call and respond to customer requests.
  Provide customers with information regarding delivery status.
  Identify, research, and resolve customer issues using the computer system and /or available resources. 
 Complete call logs and reports.  Provide on-the-job training for new employees
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TELEPHONE SWITCHBOARD OPERATOR/CASHIER NKD PIZZA LLC Dubai, UAE (September 2010 – September 2012) 
 Answering telephone calls for dine-ins, take-away and delivery orders. 
 Consistently provided friendly guest service and heartfelt hospitality. 
 Providing customer service, receiving payments thru cash, credit card and different currency. 
   Demonstrated integrity and honesty while interacting with guests, team members and managers.
  Delivered fast and prompts assistance, served customer at counter and tables.


ASISSTANT BRANCH MANGER/ NKD PIZZA LLC Dubai, UAE (September 2012 – September 2013)
 Ensuring company policies are followed.
 Optimizing profits by controlling cost.
 Training and developing new employees.
 Resolving customer issues to their overall satisfaction.
 Maintaining an overall management style that follows company best practices.
 Handling customer complaints and resolving issues that employees are not authorized to handle on their own.
 Dealing with schedule changes, employee call-ins, and other staffing issues.
 Filling in for absent employees as needed to ensure smooth operation of the business.
 Assisting the manager in organizing, planning and implementing strategy.

CASHIER/ FRESH FRUITS LLC Dubai, UAE (September 2009 – September 2012)
 Provides a positive customer experience with fair, friendly, and courteous service.
 Registers sales on a cash register by scanning items, itemizing and totaling customer’ purchases.
 Resolves customer issues and answers questions.
 Process return transactions.
 Collecting payments and giving appropriate change.

ADMINISTRATIVE ASSISTANT/ SALES REPRESENTATIVE, RECEPTIONIST, PCNI PEOPLES CREDIT NETWORK INCORPORATION (JULY 2005 –JULY 2006) 
 Provides administrative support to ensure efficient operation of office.
 Answer phone calls, schedules meeting and supports visitors.
. Responsible for scheduling such as meeting, appointments for all employees and supervisor.
  Negotiating with prospective clients.
 Generating leads.


	EDUCATION


CENTRAL PHILIPPINE UNIVERSITY 

BACHELOR OF ELEMANTARY EDUCATION
2009 – 2011


SKILLS 


Organization 
Customer Focus Creative 
Problem Solving and Prioritization Attentiveness 
Proficient in Microsoft Office (Word & Excel) Typing 45-50 WPM
Good inter personal Multitasking
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