MICHAEL PERAL VALLEJO
Area – J, blk. 10, lot 80, GMA 4117, Cavite
09173670821
defiance0920@gmail.com

Employment History
February 2014 - Present
Customer Service Representative (Data Management, Account Closure)
 Concentrix, Northgate Cyberzone, Alabang, Muntinlupa City
Process account closure requests.
Meet personal/team targets.
Resolve customer complaints via email and phone.
Coordinates with account managers, other staff and teams.
Assists with returning data tapes and inventory.
Assists with destroying customer account’s inventory.
Take final payment and payment information, and assist with processing refunds and waiving charges.

July 2010 – January 2014
Customer Service Representative (UK and US Directory Enquiries)
kgb_Philippines, Santa Rosa, Laguna
Listen to customer requests, referring to alphabetical or geographical directories to answer questions and provide telephone information. 
Suggest and check alternate spellings, locations, and/or listing formats to customers lacking details or complete information. 
Offer special assistance to persons such as those who are unable to dial or who are in emergency situations. 

February 2008 - October 2008
Business Process Associate (Data Encoding)
AMDATEX, Don Mariano Lim Industrial Compound, Las Piñas City
Prepares source data for computer entry by compiling and sorting information; establishing entry priorities. 
Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format. 
Maintains data entry requirements by following data program techniques and procedures. 

May 2004 - November 2005
Production Operator
Daiwa Seiko Philippines Corp., Mamplasan, Laguna
Machine set-up (change model). 
Dimension adjust of parts and work pieces. 
Dimension checking of work pieces. 

Education
1999 - 2003	BS. Computer Science
			STI-Southwoods, Carmona, Cavite
1995 - 1999	Holy Family Academy
			GMA, Cavite
1989 - 1995	Philippine Christian University
			Dasmariñas, Cavite

Character References
Ms. Ronna Narciso
	Team Leader
	Concentrix, Northgate Cyberzone, Alabang, Muntinlupa City 
	09289754865

	Ms. Leonora Pata
	Customer Service Representative 
	Concentrix, Northgate Cyberzone, Alabang, Muntinlupa City 
	09163386168

	Mr. Carl James Tingson
	Subject Matter Expert
	Concentrix, Northgate Cyberzone, Alabang, Muntinlupa City 
	09053164266




I hereby certify that the above information is true and correct to the best of my knowledge.

Michael P. Vallejo

