
Daisy Fortin Garrote
Present Address: 4432 Duhat Street San Vicente Area D, Camarin
 Caloocan City, Metro Manila, Philippines,
Mobile No.: +63150458078
Email Add: daisygarrote@yahoo.com



PERSONAL INFORMATION

Birthdate		:  October 11, 1984
Birth Place 	:  Sta. Magdalena, Sorsogon
Height 		:  5’4 ft
Sex 			:  Female
Civil Status 	:  Single
Religion		:  Roman Catholic
Nationality 	:  Filipino


EDUCATIONAL BACKGROUND

TERTIARY						      Year [From] - [To]	2007-2010
	Bachelor of Science in Business Administration	
	Major in Marketing	
	UNIVERSITY OF CALOOCAN CITY
	CBA, Building, Libis, Camarin, Caloocan City

	CALOOCAN CITY POLYTECNIC COLLEGE
	Computer Secretarial

SECONDARY 					    Year [From] - [To]	1996-2000
	Camarin High School
	Area D, Camarin, Caloocan City

EMPLOYMENT HISTORY


Position: Travel Account Service Representative
Company: Teleperformance Inc.
Address: Quezon City, Philippines
Date:  June 15, 2021- Present

Job Description/Duties and Responsibilities: 
· Helping customer in creating a new booking
· Help them to change their flights date or change route
· Processing a refund if still valid
· Process a cancellation as per request of the customer
· Helping them to checked in, locate their baggage
· Provide the best customer satisfaction
· Maintain attendance expectations
· Maintain a high-volume workload within a fast-paced environment
· Meet performance benchmarks in speed and accuracy


Position: Customer Service Representative/ AT&T
Company: Sutherland Phil.
Address: Clark, Pampanga
Date:  May 6, 2016- June 6, 2018

Job Description/Duties and Responsibilities: 
· Assisting customer when they have an issue with their bills
· Process to upgrade the account
· Providing sales
· Provide the best customer satisfaction
· Maintain attendance expectations
· Maintain a high-volume workload within a fast-paced environment
· Meet performance benchmarks in speed and accuracy
Position: Email Management
Company: Bstock Enterprises Limited
Date: November 2018-February 2019

Job Description/Duties and Responsibilities: 
· Maintained attendance expectations
· Process a refund for the customers
· Tracking for all the parcel
· Respond efficiently when the parcel arrive on their house
· Learned ways to enhance customer satisfaction and improve productivity
· We’re using Shopify, Alibaba for the main tools
· Tracking all complains for the refund, change item, return or not yet delivered
· Respond email to all for the main concern

Position: Account Receivable Staff
Company: Apolloplus Distribution Inc.
Address: FTI, Taguig Complex, Bagsakan Rd., FTI, Taguig City
Date:  July 27, 2012-

Job Description/Duties and Responsibilities: 
· Maintaining accounts receivables files and records
· Monitor accounts and incoming payments
· Perform verifying, classifying, computing, posting and recoding accounts receivable date
· Verify the discrepancies
· Respond to and resolve client’s billing issues and question’s
· Make sure that all payments are properly posted
· Make a phone calls to agents and sometimes directly to clients
· Create reports regarding the current status of customer accounts as requested 
· Research customer discrepancies and past-due amounts with the assistance of the Collection Managers and other staff
· Generating monthly billing statements based on the general ledger
· Copies, files, and retrieves materials for account receivable as needed
· Performs other related duties as assigned

Position:  Promodizer
Company:  Lifestyle Makers, Inc.
Address: Caloocan City
Date:  January 5, 2012-June 31, 2012

Job Description/Duties and Responsibilities: 

· Assisting customers when they are asking about the products.
· Pricing
· Once a month inventory
· Reporting/Monitoring of all the promotional and regular products.

Position:  Sales Clerk
Company:  Ace Hardware Philippines Inc.
Address: SM Fairview/938-9011
Date:  April 2, 2011- September 1, 2011

Job Description/Duties and Responsibilities: 

· Greet customers
· Answer customers' questions
· Locate items for customers
· Monitor inventory
· Elevate feedback from customers to management

Position:  Office Staff
Company:  SuperSonic Internet Café/ Golden Genesis Promotion
Address: A. Bonifacio Ave., Balintawak, Quezon City/412-5202/367-7992
Date:  August 27, 2006- February 28, 2007

Job Description/Duties and Responsibilities: 

· Greet customers
· Answer customers' questions
· Answering phone calls
· Assisting talents requirements like passport and other documents
· Assisting all talents where they going to audition and traveling going to other agency.


Position:  Sales Promo/ La Kara-Nina 
Company:  Manfill Service Company/245-4210-309-2135
Address: SM North, Edsa
Date:  October 18, 2005- January 20, 2006

· Greet customers
· Answer customers' questions
· Locate items for customers
· Monitor inventory
· Elevate feedback from customers to management


Position:  Volunteer Staff
Company: Caloocan Cith Hall North
Address: Zapote Rd, Maligaya, Caloocan City
Date:  February 19, 2003- August 10, 2005

· Greet customers
· Answer customers' questions
· Create Certificate for all customers who want to have an own electric meters on their own house.
· Runner for the signature of all Engineers as an approval
· Typist

CHARACTER REFERENCES

Darwin F. Garrote
Assistant Professor 
University of Caloocan City
+639665246020

Silvena F. Garrote
Factory Worker
Unity Printing
+639077952255
