HAZEL MONTERA
Danao City, Cebu, Philippines
Email: hazemontera@gmail.com
Cellphone: +63-9608-998-783

Customer- Service Agent / Caretaker / Accounting / Nanny / FOREX Cashier


CAREER SUMMARY:

Friendly and effective customer-service agent in BPO industry with proven track records of success in assessing and resolving user issues promptly. I’ve been a full time housewife for my three children, I can manage to clean the house as well as taking care of the kids at the same time.
Well- equipped Housekeeper/ Caretaker with strong ability to learn new tasks quickly and proficiently. Hardworking and committed with skills for multi-tasking and managing time well. Customer-focused and goal-oriented in serving different customer by creating a warm and friendly workplace environment. Possessing strong analytical skills and intimate knowledge as Foreign Exchange Cashier.

SKILLS:

· Customer oriented individual 
· Expert in taking care of the baby
· Can work under pressure and multi-tasking jobs
· Knowledgeable in poultry and backyard farming
· Extensive skills in keeping the house clean and well organized
· Proficient in computer operation: Microsoft Word, PowerPoint presentation, Excel for record keeping
· Responsible for monitoring and keeping all the records updated as Cashier

WORK HISTORY:

Customer-Service Agent, BPO Industry (WFH)
Results Manila Inc., Lapu-lapu City, Cebu, Philippines              July 2023 up to November 2023
· Providing information about products and services, taking orders, responding to customer complaints, processing returns, and performing countless other activities.

Housekeeper / Caretaker, Event Venue (Part-time)
Pavilion, Danao City, Cebu, Philippines                              July 2020 up to Present
· Doing repair work, maintaining the building clean, preparing rooms for meetings
· Maintains a clean, safe, and orderly environment for the residents



Full-time Housewife / I can be a Nanny
October 2013 up to present
·  With proven experience in taking care of a children
· Can be an all-around cleaner in the house

Accounting Staff (Account Payable- Account Receivable), Distributor
LCG Group of Companies, Cebu City, Philippines               December 2011 to September 2013          
· Maintain precise records of all incoming payments 
· Prepare and send invoices to clients 
· Contact / Follow up clients as needed to ensure payment of outstanding invoices 
· Reconcile any irregularities in receipts 
· Monitor tax liabilities and ensure tax liabilities are paid on time 
· Responsible for paying and keeping record of all invoices 
· Keep track of all company credit card spending , and make payment on credit accounts 
· Analyze all accounts on a monthly , quarterly , and annual basis to ensure payment accuracy

Documentation Staff, Rural Bank
Tanay Rural Bank, Rizal, Philippines                                        September 2010 to October 2011
· Responsible for gathering all basic requirements of the borrower and to make it sure that the documents are complete before submission to the Credit Committee. 
· Responsible for tagging, and encoding of the basic information of the borrower for future reference and proper monitoring of accounts. 

Foreign Exchange Cashier, Retail Shop
Gaisano Grand Group, Cebu City, Philippines                             July 2009 to August 2010
· Keep accurate records for all daily transactions 
· Assist customers in exchanging their dollar to peso

EDUCATION: 
Bachelor of Science in Business Administration 
Major in Marketing and Entrepreneurship                                    March 2009
University of San Carlos-Cebu
