	
	
	



Monica Bermudez
+63967-870-7339
bermudezmonica03@gmail.com
https://www.linkedin.com/in/monica-bermudez12/
Cagayan de Oro, Philippines
 
PROFESSIONAL SUMMARY
· Proficient use of PC software programs: MS Word, PowerPoint, and Excel
· Excellent in taking care of customers to align their needs and inquiries
· Strong in communicating with colleagues and customers
· An organized worker and a good team player to
· Fast learner and highly trainable
 
WORK EXPERIENCE
Freelancer
Sep 2021 - Present
Virtual Workforce Professionals
Cagayan de Oro, Philippines	
 
Telemarketer for a Loan Officer
· Contacted private individuals using a dialer to filter out who’s interested in a mortgage refinance
· Maintained up-to-date records efficiently on CRM Softwares: Loanbright and SugarCRM
· Connected interested prospects to my client via call

Appointment Setter for a Real Estate Agents
· Cold-called prospects who were in preforeclosure, buyer, seller, FSBO, and expired list
· Contacted private individuals using a dialer to filter out who’s interested to use an agent’s services
· Set 3-4 appointments per week 
 
Central Dispatch Officer	
Sep 2020 - Mar 2021
Transpecial Inc.
Cagayan De Oro City, Philippines	
 
· Provided data efficiently on waybills that needs organizing and recording
· Sent daily reports (MS Excel & MS PowerPoint) using email
· Compiled data, statistics, and other files
· Reported any major errors or inconsistencies to upper management
· Opened and distributed regular electronic mail and other materials
· Coordinated the flow of information from the other branches to the main branch
 





Quotation Staff	
Jan 2020 - Jul 2020
Weld Powertools Industrial Machinery Corp.
Cagayan De Oro City, Philippines	

· Prepared emailed or written quotations on industrial and hardware items for tremendous companies efficiently
· Worked with a Sales Executive to secure monthly sales target
· Answered phone calls regarding the company’s products and services
· Administered high-level service to orders with special instructions and documentation requirements
· Contacted local and national suppliers via email, chat, and call
· Ensured that items were delivered to the agreed schedule
· Organized and recorded files

Account Executive	
May 2019 - Sep 2019
Philippine Oppo Mobile Technology Inc. 
Cagayan de Oro, Philippines	
· Supervised promoter’s performance with day-to-day duties
· Greeted people and answered their inquiries
· Secured the team’s monthly quota
· Provided leadership, motivation, direction, and support to team
· Monitored local competitors
· Accommodated customers professionally daily
· Coordinated the flow of information from the regional branch to my team
 
 
EDUCATION
Bachelor of Arts in English Literature	
Jun 2015 - Mar 2019
Xavier University-Ateneo de Cagayan 
Cagayan de Oro, Philippines
 
· 4th Year Dean’s Lister (2nd semester)
· 2nd Year Dean’s Lister (1st semester)
· 1st Year Dean’s Lister (2nd semester)
· 4th Year Representative – Xavier English Language and Literature Organization
· Member at Christian Life Communities
 
 
SKILLS
· Customer Service
· Communication
· Administrative
· Data Entry
· Internet Research
· Microsoft Office
· Team player
· Adaptability
 
 

VOLUNTEER WORK
Volunteer Teacher	
2016 - 2016
Milestone Project
Cagayan De Oro City, Philippines	
 
· Taught kids of the poorest of the poor government beneficiaries how to read and count

	
	
	



