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Vallespin, Chelo Mae V.


	Objective
	To be able to practice my capabilities and talents, learn further about the actual works, gain work experience, and become more competitive with the real-life working experience.

	Experience
	


SilverSpoon Restaurant & Videoke
Sales Inventory Assistant/Service Crew
(December 2011 – June 2012)
Soledad Street, Tagbilaran City, Bohol
Service Crew – Responsible in taking and serving orders of the guest/customer. Attend and respond to guest needs, and any other appropriate duties and responsibilities assigned. Customer Service at all times. 
Sales Inventory Assistant – Assisting during inventory of sales. Compiles and maintains records of quantity, type, and value of a material, equipment, merchandise, or supplies stocked in the establishment. Counts material, equipment, merchandise, or supplies in stock and posts totals to inventory records. Computes inventory balance, price, and cost. Prepares reports such as inventory balance, price lists, and shortages.

Sitel Philippines Corporation
2nd Flr. Bldg. 1, Eton Cyberpod Corinthian, Ortigas MM, 1110
(Sept.26, 2015-Sept. 28, 2019)
Customer Service Representative – Resolves customer complaints via phone, email, mail, or social media. Use telephones to reach out to customers and verify account information. Greet customers warmly and ascertain problem or reason for calling. Assists with placement of orders, refunds, or exchanges and all account related concerns. Provides excellent customer service for customer satisfaction. 

	Education
	

Secondary 
University of Bohol –  High  School
Tagbilaran City, Bohol 

Elementary
Baybayon Elementary School
Baybayon, Mabini, Bohol


	Eligibility
	
Technical Education And Skills Development Authority (TESDA)
Food and Beverage Services Training
National Certificate III

	Skills
	

• Computer Literate (MS, Typing, Encoding)
• House Keeping
• Fine Dining Services, etc.
• Customer Service Skills

	Personal Data
	

Nickname: Che/Mae                                       Gender: Female
Birthplace: Baybayon, Mabini, Bohol            Weight: 64kls
Height: 5’0                                                       Nationality: Filipino                              
Civil Status: Single                                          Mother: Cerenia V. Vallespin
Birth Date: October 22, 1994                          Father: Lucilo E. Vallespin Jr.

	

	Character Reference
	
Hedzel Pineda 
Customer Service Representative
CONCENTRIX 
C5 Eulogio Rodriguez Jr. Ave. Quezon City
0928-273-3138
_______________________________________________________________
Rica Remedios
Supervisor
SITEL PHILIPPINES CORPORATION
2nd Flr. Eton Cyberpod Corinthian, Oritgas, MM 1110
0908-210-7726
________________________________________________________________
May Davo
Food and Beverage Services - Barista Instructor (TESDA)
PIVO TRAINING SCHOOL
Bagong Silangan, Quezon City
0930-889-5377


Laary Vall


[bookmark: _GoBack]              _____________________________________________________________________				I hereby certify that the above information is valid and true.
                                                                                                                    




  Chelo Mae V. Vallespin
