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OBJECTIVE:  
A Sales Customer Service Professional with a Bachelor’s Degree in Information Technology and more than 15 years of total work experience in Business Process Outsourcing, Commercial Printing Services and  Food & Beverage – Hospitality Industry. Seeking for a job opportunity as a Service Crew career growth and to make a significant contribution to the success of the company.
RELEVANT EXPERIENCE: 
Position Held

: Customer Service Specialist


Company

: Iconnect Convergence Inc. 

Industry

: Business Process Outsourcing  
Location

: Quezon City, Metro Manila, Philippines


Period


: January 2015 to Present


Position Held

: Customer Service Specialist – Project Based


Company

: CoreServe Management Inc.

Industry

: Business Process Outsourcing  
Location

: Quezon City, Metro Manila, Philippines


Period


: April 2014 to December 2014


Position Held

: Office Staff / Bindery


Company

: CBJ Printing Press   

Industry

: Commercial Printing Services  
Location

: Rizal, Philippines



Period


: January 2010 to April 2014


Position Held

: Food Server / Service Crew
Company

: Greenwich Pizza

Industry

: Food & Beverage – Hospitality / Quick Service Restaurant
Location

: Manila, Philippines


Period


: November  2003 to October 2008
JOB DESCRIPTION:
 As a Customer Service Specialist:

· Handling billing and technical concern

· Handling account inquiries, customer complaints or support issues

· Multitask on admin works

· Handle phone calls to learn about  client needs and address their concerns, requests, complaints, or other issues with products or services.

· Respond efficiently and accurately to callers, explaining possible solutions, and ensuring that clients feel supported and valued.

· Ensuring accurate representation of expertise prior to addressing solutions.
As an Office Staff / Bindery:

· Updated and encoded stock inventory.

· Records daily production and multitask on bindery. 

· Answer the telephone, distribute messages, and redirect calls to the appropriate department.

· Maintain company files and records to ensure they remain updated. 
As a Food Service / Service Crew
· Greet customers. 

· Take meal and beverage orders from customers and place orders using the cash register / Point of Sales system (POS) to be relayed to the kitchen area.

· Make menu recommendations and inform patrons of any specials.

· Assemble ordered products  and hand them over to the customer.

· Adhere to brand quality standards and food handling and safety regulations.
SKILLS SUMMARY: 

Sales & Customer Service Skills

Interpersonal Skills

Technical Skills



Coordination & Leadership Skills
Clerical Skills




Ability to Multitask

Client and Complaint Management
 
Quick learning ability

Project Management Skills
Computer Literate: Knowledgeable in Ms Office and other 

High sense of loyalty and integrity
relevant Applications

Effective Communication Skills

Critical and Methodical Thinking Skills

EDUCATION: 
Bachelor of Science in Information Technology


Access Computer College

Recto, Manila, Philippines


June 2004 - March 2008 

References: 
Mr. Restie Karasig 

Team Manager at  Iconnect Convergence Inc. 

0916 363 1758
