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APPLYING FOR:  
SUMMARY:
I have the ability to organize, prioritize and work under extreme pressure, heavy workloads and deadlines. I exemplify integrity, hard work, commitment, and creative service in every work that I do. I am very detail oriented, have strong organizational skills with the ability to carry out tasks with minimal supervision.

SKILLS:
· Administrative:  Handles administrative tasks including reporting, coordinating the transactions to clients, advertising and sales marketing using social media platforms, processing forms and applications, managing calendars, composing documents, photo, and video editing.
· Communications: Proficient English speaker, First point of contact who can provide first call resolution to client’s needs, Interact professionally to all levels of staff and maintain the highest quality of service.
· Computers: Proficient user of Microsoft Office programs; can quickly learn and master new technology.
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PROFESSIONAL EXPERIENCES:
TelePerformance ( Vertis North, QC) – Advance Technical Support
September 2021 – up to present
· Maintain, manage and repair the IT faults
·   Assist in solving technical difficulties client’s face with their products or services 
· Also responsible for resolving the network problems, installing and configuring hardware and software
· Assist client’s with request for information technology services, repair, support, complaints and inquiries
· Recommend changes or updates in programming, documentation and training to address system deficiencies and user needs
· Help develop, build and maintain workflow that will improve collaboration and productivity
· Other duties as assigned

Southern Smart Logistics (San Diego, CA) – Dispatch/Administrative Assistant (Work From Home)
July 2020 – July 2021
· Scheduling and dispatching drivers, work crews, vehicles, or equipment to appropriate locations according to predetermined schedules, customer requests, or immediate needs
· Relaying information such as work orders or other messages to and from work crews, field inspectors, supervisors, or emergency personnel
· Using telephones, two-way radios, or text messages to contact employees, or emergency personnel
· Speaking with supervisors or customers to resolve problems, requests for services, or equipment
· Preparing daily work such as schedules
· Preparing work orders for crew or receiving work orders from work crews
· Being in charge of communications within company assigned territories
· Keeping and organizing work requests, customer requests, completed work requests, charges for work performed, expenses for services performed, inventory records, and other information
· Other duties as assigned
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PhilAm Call Center–Telephone Operator
February 2018 – December 2018
· To consistently provide thoughtfully, caring, and sincere service
· Process all external and internal calls either by redirecting calls or assisting the caller 
· Take ownership of the caller’s request and ensure follow up according to the company’s standards
· Have sufficient working knowledge of all departments, in particular with the company’s Officer
· Maintain and monitor the telephone software system
· Serve as liaison for callers requiring information relating to all aspects of the company

Acquire Asia Pacific - Customer Service Representative 
November 2014 – December 2015

· Answer phone inquiries and questions
· Respond to customer requests and complaints
· Handles billing inquiries and misapplied payments
· Troubleshoot problems, and provide information
· Manage and resolve customer’s complaints
· Sell products and place customers orders in the computer system
· Process orders, forms, and applications
· Identify and escalate priority issues
· Provide customers with product, and service information
· Document all call information according to standards operating procedures
· Others duties as assigned
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Banco Filipino Savings & Mortgage Bank –Bank Teller/Accounting Staff
April 2002 – December 2007

· Preparing accounting tickets for daily expenses & monthly reports/Prepares the monthly reports of the Bank
· Balancing of cash and ATM transactions/Coordinate, and prepares all the documentation of accounting tickets for daily expense 
· Processing of Credit Card Payments/Responsible for reviewing, processing and executing a variety of accounting transactions related to the Unit’s business including expense posting.
· Teller, ATM Teller, New Accounts Teller, Accounting Clerk, and Vault custodian
· Processing of incoming and outgoing checks subject to clearing
· Processing of all tickets thru General Ledger on-line
· Does other duties that may be assigned from time to time
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Distacom Company Incorporated- Retail Sales Representative
August 2001- November 2001

· Assist existing clients with regards to the service problem they encounter
· Receives payments of subscriptions fees (Infopage, Recall, and Nextel) 
· Promotes new products and services to the both old and newly potential clients
· Does daily transactions such as inventory purchase orders, subscriptions fees, and daily sales
· Providing direct marketing strategies





Ozi-Land Education & Immigration Consultants (NSW, AU) –Admin Staff
March 2001 - July 2001

· Answering phone inquiries, complaints and taking messages/Reporting to various Departments of Immigration to lodge applications of customers
· Attending to clients needs/Handle customer inquiries and complaints
· Filing of documents, papers, letters, and forms
· Typing letter from dictation/Prepare Client’s schedules 
· Going to various Departments of Immigration to lodge an application
· Others duties as directed

Bayan Telecommunications Incorporated –International & Local Long-Distance Operator
November 1998 - February 2001

·  Connecting subscribers to a dialable location
· Enter call details for billing as supplied by the subscriber
· Provide excellent customer service and handles customer’s complaints
· Transfer calls to another system operator for handling
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Cinderella Marketing Corporation –Merchandising Assistant 
March 1998 – August 1998

· Monitoring of incoming and outgoing merchandise
· Preparing reports such as purchase order, price adjustment, sell-thru, photo file, and inventory reports
· Call Fashion Consultant from different branches for updating sales
· Visiting store branches like Bruno Magli, Laurel, and Momento to supervise the area
· Handles customers complaints if necessary
· Performing other tasks assigned and as required
EDUCATION:
[bookmark: _jpv9v4b642w5]La Consolacion College
Bachelor of Science in Tourism
1993- 1997
St. Joseph School
1989-1993
Immanuel Lutheran School
1983-1989
CHARACTER REFERENCE:
Dr. Ma. Niza Bermudez 
Obstetrician & Gynecologist
Asian Hospital & Medical Center
0917-323-4998
Venus Marie Jasmin
General Manager
Familia Nap & Rose Resort 
0916-225-4393
Bessie Vega
Senior Accounting
Banco Filipino Savings & Mortgage Bank
0977-603-6313
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