Pauleen O. Daquil


Brgy. Carmelo, Banate, Iloilo, Philippines 5010  • +63-916-737-8754 •  paudaquil@gmail.com
SUMMARY OF QUALIFICATIONS

· Proven skills in customer relations
· Demonstrated ability to work well under pressure and with teams
· Professional communication skills include fluency in English and Filipino
· Computer skills include MS Office, Zoom meeting
WORK EXPERIENCE
Asst. Registration Officer



September 2023-Present

Local Civil Registry Office - Local Government Unit, Banate, Iloilo, Philippines

· Communicate with clients and respond to any queries or complaints for correction regarding birth, death and marriage certificates
· Assist the office with regards to filing and record keeping of birth, death and marriage certificates
Encoder (Job Hire)




January 2023-August 2024
Local Civil Registry Office - Local Government Unit, Banate, Iloilo, Philippines

· Communicate with clients and respond to any queries or complaints for correction regarding birth, death and marriage certificates
· Assist the office with regards to filing and record keeping of birth, death and marriage certificates
Customer Service Representative
 October 2021 – June 2022
EXL Service Iloilo, PI C 62 12TH Floor, SM Strata Tower, Sen. Benigno Aquino Jr. Avenue Service Road, Brgy. Bolinao, Manduriao, Iloilo City, Philippines
· Answering phone calls and assisting member’s inquiries
· Informing members if their claims are approved or denied

· Communicating with members if they need to submit a specific document especially if their expenses include insurance

· Making sure that the members’ expenses are eligible for it to be reimbursed

Front Office Associate
February 2019 – March 2020
GT Hotel Iloilo, De Leon St, Iloilo City Proper, 5000 Iloilo City, Philippines
· Answering phone calls and assisting guest inquiries

· Registering and processing guests’ special requests

· Communicating with hotel staff on the status of guest rooms
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· Handing cash payments

· Maintaining a clean and neat front desk area

Customer Service Representative
July 2016 – August 2017
Hindua Global Solutions, Ayala Land Techno Hub Bldg, Smallville Business Center, Boardwalk Ave, Manduriao, 5000 Iloilo City, Philippines
· Assisting nurse case manager’s workers compensation patients’ health and work status

· Scheduling treatment requests for workers compensation patients (Ex. MRI, X-ray, Ultrasound)

· Calling hospitals and doctor’s offices to followup on a workers compensation patient’s office visit

· Calling patients to have them updated about their treatment plans and schedules

EDUCATION

Master of Management – Public Management 

October 2023 – Present
University of The Philippines Visayas

Bachelor of Science in Hotel and Restaurant Management
June 2012 – April 2016

Central Philippine University, Lopez Jaena St, Jaro, 5000 Iloilo City, Philippines 

Date of Graduation: April 17, 2016

High School (Special Science Class)
June 2008 - March 2012

Banate National High School, 5010 Banate, Iloilo, Philippines
Date of Graduation: March 29, 2012

ON-THE-JOB TRAINING (OJT)

Assistant to the Front Office Associate (600 hours)
June 2015 – Mar 2016

GT Hotel Iloilo, De Leon St, Iloilo City Proper, 5000 Iloilo City, Philippines
· Answering phone calls and assisting guest inquiries

· Registering and processing guests’s special requests

· Communicating with hotel staff on the status of guest rooms

· Handing cash payments

· Maintaining a clean and neat front desk area
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EXTRA CURRICULAR ACTIVITIES

College of Hospitality Management - College Editor
March 2015 – April 2016
Centralite 2016 – The Official Yearbook Publication of the Central Philippine University, Academic Year 2015 – 2016, Lopez Jaena St., Jaro, 5000 Iloilo City, Philippines
· Gathering all the information of graduating students that will fit in their yearbook profile

· Writing copy of the publication on a tight schedule

· Phrasing and constructing sentences for each student

· Proofreading and editing

· Designing yearbook cover

REFERENCES

· Available Upon Request
