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SHIRLEY T. OCON

Malayo Sur, Cortes, 6341 Bohol, Philippines
shirley.ocon@ymail.com
09489466772




OBJECTIVE

To be a part of a team that indulges professional growth which provides challenging and rewarding career while allowing me to utilize my knowledge and skills.



PERSONAL INFORMATION

	Date of Birth: June 1, 1989
	Age: 32
	Place of Birth: Cortes, Bohol
	Gender: Female
	Civil Status: Single
	Citizenship: Filipino
	Religion: Roman Catholic
	Height: 5’2
	Weight: 50kg





SPECIAL SKILLS:

· Ability to communicate effectively with a wide range of customers.
· Strong communication skills.
· Ability to stay calm under pressure and look after several things at once.
· Customer focus.
· Good with computer systems.
· Proven aptitude for sales and customer service.
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WORK EXPERIENCE:


QBE GSSC
Cebu Business Park
Cebu City, Philippines
January 2015 – present
Underwriting Assistant
· Provide support and assistant to underwriters, collect information and performing data entries.


Stream Global Services - Convergys
Asiatown IT Park
Lahug, Cebu City, Philippines
July 2012 – December 2014
Customer Support Professional – Tier 2
· Handle escalated customer’s issues and concerns through email and phone calls.
· Answers inquiries by clarifying desired information; researching, locating, and providing information.
· Resolves problems by clarifying issues; researching and exploring answers and alternative solutions; implementing solutions; escalating unresolved problems.
· Taking phone calls while typing an email.
· Take ownership of customer’s needs, and always see problems through until they are fully resolved.
· Expedites the resolution of customer problems and complaints.
Achievement:
· Quarter Site Champion



Live2Sell Group of Companies
Hyundai Bldg. A.S Fortuna St.
Mandaue Cebu City, Philippines
July 2010 – April 2012
Telesales Executive
· Assists customers who are interested in going back to school and match with the appropriate school with the program they want to pursue.
· Provide customer satisfaction by giving extra mile of service to customers.
· Support and provide superior service via phones.
Achievement:
· Employee of the year 2011





VEST Pension House
Tamblot Extension
Tagbilaran City, Philippines
April 2008 – April 2010
Receptionist / Front desk
· Make guests feel welcome, manage room bookings (also known as reservations) and deal with requests that guests make during their stay.
· Dealing with bookings by phone, e-mail, letter, fax or face-to-face
· Handling guests complaints or problems.
· Showing guests to their rooms and serving drinks/foods.
· Maintains safe and clean reception area by complying with procedures, rules and regulations.






EDUCATIONAL BACKGROUND
COLLEGE:
		Associate in Hotel and Restaurant Services Technology
BIT International College
		100 Gallares St. Tagbilaran City, Philippines
		SY: 2007-2008
SECONDARY:
		Infant King Academy
		Poblacion, Cortes, Bohol, Philippines
		SY: 2004-2005
PRIMARY:
		Cortes Central Elementary School
		Poblacion, Cortes, Bohol, Philippines
		SY: 2000-2001



CHARACTER REFERENCES:

Jobelle Juntilla
QBE GSSC Team Manager
Skyrise Alpha Samar Loop Cebu Business Park
Cebu City 6000
09950089365

Jovan Tomada
QBE GSSC Team Manager
Skyrise Alpha Samar Loop Cebu Business Park
Cebu City 6000
09177250717
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