
									
PAULA P. ARRO
#48 Taurus St., Aristocrat Village,
Talon 3, Las Pinas City
Contact No.: 0961-242-0981
Email Address: paula.arro@ymail.com


PERSONAL INFORMATION:
	
Age			:	30 years old
Date of Birth		:	June 27, 1991
Nationality		:	Filipino
Civil Status		:	Single
Religion		:	Catholic
Height			:	5’4
Language Spoken	:	Filipino and English

 

EDUCATIONAL ATTAINMENT:

Tertiary	:	University of Perpetual Help System – DALTA
			Bachelor of Science and Business Administration 
			Major in Marketing Management
			2007 - 2011

Secondary	:	Las Pinas National High School
			2003– 2007

Elementary	:	Manuyo Elementary School
			1996 - 2003



AFFILIATIONS/ ORGANIZATIONS:

Member, People Management Association of the Philippines
June 2007 – March 2011
WORKING EXPERIENCES:
· FlatPlanet Philippines, Inc. (January 29, 2020 – Present | Shippit AU)
· Subject Matter Expert (December 21, 2020 - Present)
[bookmark: _GoBack]-Managing the SMEs escalation queue, assisting the agents to their enquiries, answering supervisory calls, reporting to the Team Lead weekly and attending the South East Asia weekly team meeting.

· Customer Support Assistant (January 29, 2020 – December 18, 2020)
		-handling customers inquiries and complaints thru emails. Assisting the 				customer support channel in our internal slack channel. Coordinating the 				enquiries of customers with the courier partners to tract their packages. 


· Marketing Convergence Inc,. (SM Advantage)
· Customer Care Associate (March 2016 – September 2018)
-handling customers inquiries and complaints thru phone calls, emails and social medias. We also coordinate all the issues to the branch especially to the Branch Manager. As a Customer Care Associate, we are the middle man between the customers and the branches. We are doing some reports daily like; Daily Call Interval, daily complaint report, daily manual transfer report and an outbound calls report. 

· DB Schenker Philippines – MACC 
· Hub Export Billing and Support Associate (February 2015 – May 2015)
-billed all done shipments from different ports, coordinate with destination agents, book shipments from different co-loaders and carriers, plan all the shipments accordingly, coordinate and communicate with local partners and warehouse representatives, send pre-alert or arrival notice with destination agents.

· Oriental Merchants, Inc. 
· Finance / AR Assistant (September 2013 – July 2014)
-assist all the needs of Account Analyst, in charge in sending daily petty cash report, disbursements, reimbursements, liquidations, daily cash collections, hold and in charge of company’s petty cash, checks all the billing invoices against the delivery order reported by operations, in charge to follow up collections and schedule collections weekly, coordinates with the merchandisers for inventory.




· Transmodal International Inc.
· Import Customer Service (March 6, 2013 – June 2013)
-Container Deposit Refund in-charge, Cargo Status Monitoring, Unreleased Cargo Monitoring at the CFS and attend client’s inquiries regarding to their shipments over the phone calls

· NVOCC Assistant (February 6, 2012 – March 5, 2013)
-Container Deposit Refund in-charge, Cargo Status Monitoring and monitoring of unreleased cargo at the warehouse

· Sales Assistant (June 13, 2011 – February 5, 2012)
-trained to a various departments such as; Documentation Dep’t, Sales and Marketing Dep’t, NVOCC Dep’t, Operations Dep’t. Do Telemarketing, do Billing for clients, follow ups future shipments and meet with the prospective clients



SKILLS: 
Enthusiastic, quick to learn with good interpersonal and organizational skills. Have a high sense of responsibility, can work under pressure and in a minimum supervision.

SEMINARS ATTENDED:
· Operation Business Unit
April 22-24, 2015

· An Effective Sales Representative
	January 2012














CHARACTER REFERENCES:

· Ms. Glessy Del Monte
	Oriental Merchants, Inc.
	Production Head
	0943-431-9700

· Ms. Beverly Jane Reyes
	Transmodal International Inc.
	Documentation Department Manager
	09105647766

· Ms. Lovely Mary Camonayan
	Transmodal International Inc.
	Customer Service Supervisor
	09178491753




	I hereby certify that the above information is true and correct to the best of my knowledge and ability. I trust that this information shall remain confidential.
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