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Bryan Joseph S. Navarro
Phase 9 Pkg. 5 Blk.44 Lot 7 Bagong Silang Caloocan City
09665876283
bryan22102@gmail.com





Objectives:
Enable to use and utilize my skill and allow me to employ my existing talent and acquire new expertise.

Background:
Passionate about promoting lasting customer satisfaction by delivering quality service and unparalleled support. Proficient in customer service best practices and related options.

Full-Service Computer Technician handles everything from PC onboarding through maintenance and repair to secure decommissioning services. Carefully protects sensitive data integrity. Holistic provider of exceptional PC repair and data management services.

Team-oriented Warehouse professional accustomed to streamlining shipping and receiving processes to increase overall efficiency. Industrious and dedicated with talents in team leadership and motivation. Energetic individual equipped to work hard in fast-paced, constantly changing environments.

Reliable Service Crew Member knowledgeable about kitchen operations and compliance standards. Hardworking team member with years of experience and flexible schedule.

Focused Housekeeper offering exemplary communication and social skills. Skillful problem-solver thriving in both team-centered and independent work environments.

Skills and Abilities:
· Computer skills:
· Computer Literate
· Knowledgeable in Microsoft Office (Word,PowerPoint,Excel, Publisher)
· Knowledgeable in Computer Assembly and troubleshooting
· Knowledgeable In Computer Networking
· Hardware and software installation

· Clerical Skills
· Self-Motivated
· Fast Learner
· Committed and enthusiastic in work
· Flexible to adapt changes in job priorities 
· Willing to trained
· Seeks opinions from other and accept criticisms
· Heavy lifting
· Hospitality service expertise
· Customer relationships
· Inventory audits
· Inventory management
· Shipping procedures understanding
· Inventory monitoring
· Cleaning procedures
· Food preparation procedures
· Mopping and sweeping


Work History:

September 2021 – Present       Teletech 
                                                Robison’s Place Novaliches,Quezon City, Metro Manila 
                                                Customer Service Representative/ Email / Chat support / Back Office

Duties and Responsibilities:
· Provided primary customer support to internal and external customers.
· Maintained customer satisfaction with forward-thinking strategies focused on addressing customer needs and resolving concerns.
· Used company troubleshooting resolution tree to evaluate technical problems and find appropriate solutions.
· Responded to customer requests for products, services and company information.
· Processing online application of customer.
· Maintain customer accounts and record account information.
· Oversee customer financial accounts and process customer order adjustments.
· Help customers with complaints and questions
· Give customers information about products and services, take orders, and process returns.
· Handle complaints, provide appropriate solutions for customers, and follow up to resolve any issues their customer’s experience. 

April 2015 – October 2020      PAIRCARGO / People’s Air Cargo
                                              PAIR-PAGS CENTER, Ninoy Aquino ave Pasay City
                                              Warehouse Clerk/Office Clerk/Data Encoder/Computer Technician 
                  
Duties and Responsibilities:
· Alternated goods in inventory by observing first in and first-out approach to keep shelves organized and properly stocked.
· Checked packages and merchandise for damage and notified vendors.
· Recorded information, shortages and discrepancies to keep records current and accurate.
· Used hand-held devices and computers to record and monitor inventory levels and completed audits to uncover and address inaccuracies.
· Welcome clients and offer them refreshments.
· Transcribe record, fax and file documents.
· Maintain filing, database systems, and inventories.
· Operate office equipment such as photocopiers and fax machines.
· Communicate with clients and employees, and respond to any queries or complaints.
· Track and document exact shipment arrival and departure times.
· Encoding the manifest
· Maintaining and Troubleshooting Computers
· Welcome delivery trucks.
· Receive and track shipments.
· Embark merchandise in delivery trucks using appropriate tools.
· Accommodate and carefully handle fragile merchandise.
· Tag and label merchandise.
· Volunteered to assist with projects, demonstrating willingness to learn new tasks and increase skill levels.



May 2013 – March 2015           Lyceum Ng Kabataan Academy, Inc.
                                               Barugo, 176 Caloocan Metro Manila
                                               Computer Technician / School Custodian/Caretaker

Duties and Responsibilities:
· Refurbished PC systems and peripherals such as monitors, networking equipment, printers and more.
· Patiently walked individuals through basic troubleshooting tasks.
· Imaged and prepared new computers for integration into company networks and systems.
· Linked computers to network and peripheral equipment.
· Recovered critical information from data back ups to restore functionality.
· Implemented internal quality standards to secure electronic records integrity.
· Performed installation, maintenance and repair for complex internal computer hardware and various software applications.
· Used diagnostic tools to identify hardware failures and replace non-functional components.
· Tested and installed motherboards, processors and graphics cards on desktops and laptops for corporate staff.
· Performed troubleshooting to correct computer hardware and software malfunctions.
· Performs general, routine custodial duties, to include dusting, mopping, vacuuming, cleaning restrooms, and restocking paper and soap supplies. 
· Performs routine maintenance to custodial equipment and supplies


May 2010 – March 2013          RBC Steel and Construction Services
                                               Phase 4-B Bagong Silang Caloocan Metro Manila
                                               Construction Helper

Duties and Responsibilities:
· Operate and care for construction equipment and machines.
· Help equipment operators, carpenters, and other skilled labor when necessary.
· Prep construction sites by cleaning obstacles and hazards.
· Load or unload construction materials.
· Put together and take apart temporary structures, such as scaffolding.
· Remove, fill, or compact earth.
· Follow instructions from supervisors.
· Assist craft workers.
· Ready to learn from on-the-job training when necessary.
· Perform site clean-up.

July 2006 – May 2010             Jollibee Food Corp.
                                              Quezon City Metro Manila
                                              Stockman/Kitchen Crew Member/Service Crew Member 

Duties and Responsibilities:
· Evaluated incoming shipments for quality issues and processed unacceptable materials for return.
· Prepared merchandise for transfer to shelves by removing packing materials and applying identifying codes, such as price or inventory control numbers.
· Rotated stock correctly to prevent out-of-date products and removed aging items from main shelving to build special promotional displays.
· Created balanced pallets to support efficient and safe sales floor replenishment.
· Alternated goods in inventory by observing first in and first out approach to keep shelves organized and properly stocked.
· Maintained safety procedures and practices.
· Kept documentation and records accurate and up-to-date with latest data to prevent errors in processing or delivery.
· Used hand-held devices and computers to record and monitor inventory levels and completed audits to uncover and address inaccuracies.
· Recorded information, shortages and discrepancies to keep records current and accurate.
· Minor construction repairs around store, such as replacing the ceiling lights and fixing the safety guards of the display racks.
· Maintain store cleanliness.
· Must follow every hygiene, sanitation and food safety practices and requirements laid down by the outlet.
· Should be on hand to welcome all clients with ready and genuine smiles each time a customer steps into the restaurant.
· Should only be focused on meeting the needs of customers always.
· Preparing and serving food orders
· Process Payments.

January 2004 – June 2006         Crowne Plaza
                                                  Quezon City Metro Manila
                                                  Housekeeping Attendant/Room Attendant

Duties and Responsibilities:
· Kept building entryway glass clean and polished for professional presentation.
· Removed bed sheets and towels from rooms and pre-treated stains to maintain and restore linen condition.
· Completed pre-cleaning duties by setting up cleaning carts with fresh linens, cleaning supplies and requested guest supplies.
· Disposed of trash and recyclables each day to avoid waste buildup.
· Used chemicals by following safety protocols and procedures to avoid burns and injuries.
· Restocked room supplies such as facial tissues for personal touch with every job.
· Slid beds, sofas and other furniture aside to wipe down baseboards and remove dust and dirt from hard-to-reach areas.
· Replaced used towels and other bathroom amenities such as shampoo, paper towels and soap.
· Sanitized all kitchen surfaces, wiped down cabinets and swept and mopped floors

Educational Attainment:

COLLEGE:                 2016-2018                 AMA Computer University Online Education
             Second Year Level       Bachelor of Science in Information Technology                             Undergraduate

                                 2004-2010                Technological Institute of the Philippines
            Third Year Level          Bachelor of Science in Computer Engineering       
 Undergraduate
 
HIGH SCHOOL:       1998-2003         Sto. Niño De Novaliches
                                                              36 Buenamar Subd, Novaliches Quezon City

ELEMENTARY:       1990-1998         Sto. Niño Parochial School
                                                        Bago Bantay, Quezon City


Seminar Attended:


· VIM DISKLESS SOLUTION
Taguig City
	January 27, 2018


· DANGEROUS GOODS (CAT 8) AWARENESS
	PAIR-PAGS Cargo Center HR Conference Room
	June 17, 2016


· HUMAN FACTOR COURSE
	PAIR-PAGS Cargo Center HR Conference Room
	May 19, 2016


· EFFECTIVE CUSTOMER CARE & TELEPHONE ETIQUETTE
	PAIR-PAGS Cargo Center HR Conference Room
	May 12, 2016


· BASIC IMPORT CARGO & WAREHOUSING FAMILIARIZATION
	PAIR-PAGS Cargo Center HR Conference Room
	May 3, 2016


Personal Information:

Age			: 37

Birth Date                  : February 4, 1985

Birth Place                 : Quezon City

Nationality                 : Filipino

Civil Status		: Married 

Gender			: Male

Height			: 5’11''

Weight			: 87 Kg

Fathers Name		: Arnel F. Navarro		 Occupation	: Government Employee (BFP) Retired

Mothers Name		: Ma, Teresa S. Navarro	 Occupation	: Housewife

Religion		: Catholic

Affiliation		: Available full time, with Pleasing Personality






Character References:


ENGR. RHENER BENSON H. BACANG     President / School Owner                    Contact #: 09218483298
                                                                Lyceum Ng Kabataan Academy, Inc.

MS. MARISON TAGUIAM                          Team Leader / Trainer                         Contact #: 09613031615
                                                                Teletech Novaliches

MR. MARK JOSEPH DUCANES                Team Leader                                        Contact #: 09973097308                         
                                                                Teletech Novaliches
       
MR. JHUN MONTON                                MIS Manager                                       Contact #: 09209142526
                                                                People’s Air Cargo (PAIRCARGO)

MR. FRANCIS S. CRISTOBAL                   MIS Manager                                       Contact #: 09176201815
                                                                Cognizant Inc.	

MR. ROGELIO MONTON                          OLRS Supervisor                                  Contact #: 09255166841
                                                                People’s Air Cargo (PAIRCARGO)

MS. JHOLEENA CAWALING                     Jr. Data Net Specialist                         Contact #: 09122424992
                                                                Pldt Inc.


	I hereby Bryan Joseph S. Navarro, certify that above information are true and correct based on my knowledge and belief.
[image: ]
  
  Bryan Joseph S. Navarro
	    Applicant
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