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OBJECTIVE

To work in a company where my qualifications fit in with a desirable working environment where I can share and enhance my knowledge, skills and capabilities.
Contact
PHONE: 
0917-139-1584

EMAIL:
marlen711@gmail.com
Skills:

Communication

Customer Service 

Time Management 

Empathy 

Team Player
Admin Tasks


	
	Marlen 
Dimaporo

EDUCATION
Mindanao State University 
June 2001 – September 2006

Bachelor of Science in Business Administration and Accountancy
Major in Business Management 

Mindanao State University 

June 1997 – March 2001

High School Diploma  
General Santos City

Lagao Central Elementary School 

Preschool and Elementary

June 1991– March 1997

SKILLS
Proficient in written and speaking business English and Microsoft Office computer programs, specifically MS office 

· Proactive, with strong professional work ethics and with sense of responsibility and integrity

· Meeting planning, project management, and organizational skills

JOB EXPERIENCES

Concentrix

Risk and Compliance Officer 

September 2022 – Present 

Bajada, Davao City 
Auditing and Compliance Tasks
· Responsible for identification of risks, monitors and maintains processes are compliant, and create mitigating actions for possible risks. 

· Tasks involves Transactional Audit and Non-Transactional Audit (Existent in Account)
· Responsible for dissemination of information, provide awareness and prevention of risks to take place
Data Gathering and Analysis Tasks
· Responsible for gathering data, presentation of analysis and provide recommendation 
· Example of Analysis Conducted: Analysis on Survey Manipulation 
Concentrix 
Subject Matter Expert 
May 2015 – September 2022
Bajada, Davao City

Transition Support – Day 0 – 10 

The Transition Program is a phase designed by Training team to support the agents after the theoretical training. My role aims to provide real time assistance, support and impart skills. 
I’m the one providing answers to inquiries of new agents with product knowledge, call spiels, and impart abilities on providing excellent customer service. 
I’m handling up to 14 new agents, that needed to be reinforced with Service Observe, Skill Transfer and Coaching. 
Concentrix 
Technical Support Representative 

March 2013 – December 2013
Answering inquiries of the customer on the phone and walking through on the router settings and making sure issues are resolved.  
Damosa, Davao City 
Alsons Aquaculture 
Finance / Accounting / Logistics / Administration Staff 

January 2013 – February 2014
Alabel, Sarangani Province 

Standard Insurance Co. Inc. 

Technical / Administrative Staff 
October 2007 – August 2012

Jones Avenue, Cebu City 



	
	
	

	
	
	


