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Home Address: Blk. 32 Lot 47 Flores de Mayo St.,
Lagro, Novaliches, Q.C Philippines 1118
Cellphone No. 0998-9967256
Birth date: August 21, 1978
Email: riccisantiago@gmail.com
   
Employment History

ICONN CONVERGENCE INC. (Eastwood, Quezon City, Philippines)	Aug.31, 2016 - present	
Position: Kapamilya Care Specialist / Workforce Personnel		 
· On training and now working as a Workforce Specialist
· Assisting customers on troubleshooting their BLACKBOX, Kapamilya Box Office Registration, and performing call backs needed
· Handled international accounts on troubleshooting various types of satellite boxes on different countries (Japan, Australia, Europe, United States, Canada, and the Middle East).
· Also handled cash transactions from OFW’s 
· Also handled parcel shipping through STARKARGO

TELETECH (Novaliches, Quezon City, Philippines)			Oct. 2013 – July 2016	
Position: Account Billing Specialist				 
· Able to call and receive calls and assisting Comcast customers on their billing issues; sales processing for new line of business such as TV, Internet, and phone,
· Best in Attendance during Training and in Operations (100% Reliability)

Worked as an Overseas Filipino Worker 					Nov 2004 -Mar. 2012	
Position: Regional Coordinator / Secretary / Training Coordinator
· Assigned at IBN ZAHR SABIC (through A.Y.T.B) Sulfur Plant for the preparation of weekly/monthly safety report
· [bookmark: _GoBack]Assigned in TASNEE Petrochemicals (through A.Y.T.B), Creation of new vendor id numbers of qualified vendors (suppliers and contractors) in SAP, updating of vendor details in SAP, creation and development of new procedures as needed, communication, updating of Vendor files in the file room and ensure that they have updated their business licenses, company profile, contact information, etc., Pre-qualification of vendors by scheduling meetings together with end-users on large projects to be performed inside the plant,
· Responsible for reporting vendor performance to the higher management, sorting out good performers from the poor ones, arranged meetings and coordination with poor performing vendors, and proper recording / documentation,		
· Assigned in ZAMIL AIRCONDITIONERS /SERVICE DEPT: Performed Administrative functions as per management requirements,
· Provided proper information on employee movement and processing of their basic requirements (salary adjustment / food / accommodation),
· Preparation and analysis of business figures, plans, worksheets, etc. before submission to higher management.

Interests /  Special Skills
· Can drive (with valid license), business minded/entrepreneurship, computers
Education
Technological University of the Philippines (Manila, Philippines)  Bachelor’s Degree: Graduation Year: 2001
Course: Bachelor of Technical Teacher Education 
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