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12 Tavera St. Santol Quezon City
Contact #:  09562292809 Email address: muyot_ryan@yahoo.com
													
OBJECTIVE: 
 To develop more knowledge and skills and become a partner of the institution in attaining its mission, vision and goals while sustaining growth.

Qualification profile
Self-driven, results-oriented with a positive outlook and a clear focus on working. Reliable, determined and ability to communicate with ease. Believes in the integration of techniques, which add efficiency and value to the team. Trustworthy, responsible, hardworking, with strong leadership skills, can work well under pressure, self-disciplined, self-motivated, able to multi- task effectively.  Have a strong appetite for more learning’s
 
Areas of Expertise 
Communication skills
· Conveys information clearly and effectively both written and verbal
Interpersonal Skills and Teamwork
· Works well with others
· Motivates and reinforces teamwork
Professional and technical Excellence
· Strives for continuous personal development and improvement
Client Focus
· Aims to maintain excellence relations with the client
· Customer-focused and service-oriented
Skills
· Operates personal computer, Interpret technical drawings and plans, Draft architectural layout and details, Draft structural layout and details. 
· Basic knowledge in computer, knowledgeable in OS such as Window 10, Windows Vista, Windows XP, IOS and Android, 
· Basic knowledge in Windows Office, Microsoft power point, Microsoft excel, Video editing, Photoshop and the internet
· Familiar with Sales force, Slack, Basecamp, Camtasia, Canvas LMS, LiveEngage and QuickBooks
· Proficient in written and spoken Neutral American English










Work Experience:
DelegateCX
Home base
Position: Order Editor
October 2021 to Current
Job description: 
· Review order details and act upon notes
· Proofing orders: review order data, correct errors, generate purchase orders to suppliers
· Update orders in HALO system(s) based on changes from account executive, customer or supplier
· Update orders to allocate quantities shipped to customer locations
· Conduct apparel research for inventory shortage
· Enter order information from faxes and e-mail into HALO system(s)
· Calculate special pricing
· Confirm pricing by contacting suppliers, through websites or phone calls
· Verify all necessary information and artwork is included on order
· Identify, retrieve, and enter any missing information or artwork
· Provide and receive order information to/from customer service representatives and account executives

TeleTech
SM Lagundi Mexico Pampanga
T-Mobile 
Position: Telesales Representative
July 2021 to October 22, 2021
· Contact potential or existing customers to inform them about a product or service using scripts
· Setting experience and passion to negotiate and close a sale
· Answer questions about products or the company
· Enter and update customer information in the database
· Take and process orders in an accurate manner
· Go the “extra mile” to meet sales quota and facilitate future sales

TeleTech 
SM Lagundi Mexico Pampanga
QuickBooks Accounting Software
Position: Inuit Chat Sales/Support Representative
October 2018 to July 12, 2021
Job description:
· Responsible in handling/checking the customer’s account if their accounting software and services is currently supported.
· Creating Leads using Salesforce.
· Filter chats from Sales opportunity to Support chats.
· Answers customer’s inquiry. 
· Suggesting payroll services depending on what kind of level they want to have.
· Suggesting accounting software from small and medium sized businesses.
1-ALTITUDE (Singapore) 
SynergyInTheSky PTE. LTD.
One Raffles Place Singapore.
Position: BAR SUPERVISOR 
October 2009 – November 2016

Job description:
· Ensuring workplace is ready to operate before the opening to public.
· Acting manager, briefing and debriefing staff before and after operations.
· Order taking and serving food and beverages to guest.
· Suggestive selling based on their preference. Up selling. 
· Making cocktails and beverages. 
· Attending customer’s needs, checking them to ensure that they are enjoying their meals and time, and handling customers complains.
· Deliver checks and collect payments.



PHILIPPINE PIZZAHUT INC.
Position: Team member 
Greenhills Shopping Center, Philippines
Job description:

· Front and back of the house staff.
· Making pizzas, cooking pastas, and beverages.
· Take and serve food/drinks orders, up-sell when appropriate.
· Table setup, keeping tables and set up clean and tidy.
· Cooperating with the whole team when serving and kitchen staff.
· Deliver and collect payments. 

Certificates:
TESDA:  Technical Drafting NC2
Course: AUTOCAD
July 31, 2018 – September 26, 2018


International English Language Testing System (IELTS)
General Training: Overall Band score 5.5
January 29, 2014

EDUCATION BACKGROUND
TERTIARY:			Bachelor of Science in Management
S.Y. 2005-2007		JOSE RIZAL UNIVERSITY
				#80 Shaw Boulevard, Mandaluyong City

SECONDARY:			CARLOS L. ALBERT HIGH SCHOOL
S.Y. 2001-2005		Brixtonhill Araneta Avenue, Quezon City 		


PERSONAL BACKGROUND 
Age:	31
Date of Birth:		March 06, 1989
Place of Birth:		Manila
Civil Status:		Married
Nationality:		Filipino

I attest that every information stated above are all true and correct to my own knowledge and belief.	





Applicant’s Signature	
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