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HIGHLIGHTS OF QUALIFICATIONS
_____________________________________________________________________________

· Graduate of 4-year course Bachelor in Tourism
· 14+ years experience in Restaurant and Food Industry
· 1+ year experience as Customer Service Representative in Healthcare, Financial and Food Delivery Account
· Advance skills in MS Word and Excel
· Fluent in English and Tagalog with good communication skills
· Can work independently with minimum supervision


EMPLOYMENT HISTORY
________________________________________________________________________________

Customer Service Representative
Teleperformance Philippines                                February 2022 - up to present

  •  Manage incoming calls and customer inquiries, give customers information about status of their order, processing refunds, addressing customer issues and resolve them in a timely and efficient manner.

 •  Analyze accounts data and transaction activities to determine existing fraud trends and complete the investigation to reach resolution.
  
 •  Communicate with the client through notification and email of the action taken to break apart complex, evolving fraudulent activities.

Administrative Assistant
Freelancer                                                    Aug 2019 - January 2022
Freelancer

·   Take information from different locations and websites as instructed by the client
·   Compile, verify the accuracy, and sort information to prepare source data and enter it into data systems or data sheets 


Assistant Restaurant Manager                                     Sep 2004 - Jul 2019
Fresh ‘N Famous Foods, Inc.--Chowking • Cavite	

·   Creating an effective gameplan for a day-to-day operation that will guide the team in achieving daily goals and targets.
·   Perform shift handling management and oversee the whole operation for better execution of Standard Operating Procedure.
·   Resolve challenging customer complaints to full satisfaction, promoting brand loyalty and maximizing repeat business.
·   Delivered in-depth training to staff in food preparation and customer interaction to promote strong team performance.
·   Organize schedule of staff and monitor staff performance
·   Reinforce company policy and health and safety standards and regulations.


EDUCATION 
	
Bachelor in Tourism
Polytechnic University of the Philippines	Jun 1993 - Apr 1997
Polytechnic University of the Philippines • Manila

	


SKILLS
	

·   Good customer relations, interact daily with customers to promote the brand and accept feedbacks
·   Basic knowledge in cost analysis and budget preparation
·   Adaptability to a highly stressful environment with the ability to maintain composure and a high level of professionalism
·   Independent leader with strong mentoring, supervisory and motivational abilities


PROFESSIONAL CREDENTIALS
	

•  Food Safety Workshop Certificate
·   Integrated Pest Control Training Certificate


AWARDS and RECOGNITION

#6 Top Performer Employee for the month of November 2022
#5 Top Performer Employee for the month of February  2023


-- Award is given to those employee who excel and meet their respective KPI’s in terms of productivity, adherence and quality of work. 



Top 3 Sales Achiever Award with Highest Sales Growth 2017	

-- Award is given annually during the Company’s National Convention to those stores who show successful  team collaboration in terms of sales which was participated by over 400+ store branches nationwide.



