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MAUREEN UMALI APRUEBO					
#410 Sta. Cruz West
Rosario, Batangas, Philippines
Cell No.: + 63-997-459-1006
Email Ad.: apruebomaureen@gmail.com


JOB OBJECTIVE

To find employment in a progressive company and apply the skills I have learned in my previous employment.

CORE QUALIFICATIONS

· Client and Vendor Relationship Management
· Client and Customer Expertise
· Data entry expertise. Typing speed 60-80 wpm.
· Fully experienced in filing, sorting and all clerical duties.
· Proficient in oral and written communication both English and Filipino.
· Ability to handle multiple tasks and responsibilities
· Good time management skills
· Good interpersonal, organizational and communication skills
· Reliable, hardworking and team player
· Ability to operate various office machines like computer, printer and knowledge in using the following operating systems and software: 
Windows XP, Microsoft Office (Word, Excel, etc.) Adobe Photoshop and Powerpoint

WORK EXPERIENCES

May 2021 – Present.                             Advisor II, Email Support
                                                                Concentrix CVG Phil Inc.

· Assists customer complaints and questions, as well as offering details on a range of products and services.
· Help clients understand different products through email. Responsible in establishing client relationships, resolving customer difficulties, marketing goods & services, retaining requisite skills, reporting to managers, and referring unanswered questions to specialists.
· Prioritized customer service, solid writing abilities, computer skills, tolerance, thoroughness, and dispute resolution.
· Keep a good and empathic approach toward customers and reply promptly to their concerns.

Jan 2017 – May 2017                                    TSR
                                                                       ALORICA PHILIPPINES INC.

Aug 13, 2007 – December 2012		CSR
						SYKES MARKETING SERVICES INC.

July 4, 2006 – Feb. 28, 2007			Data Transaction Processor
						ACS OF THE PHILIPPINES
						
Nov. 2005 – July 2006			Digitizer
						PASCO-CERTEZA MAPPING CORP.
						
April 2005 – Nov. 2005			Data Encoder
						CYBERSOFT DATA NETWORK
						
May 2000 – March 2003			QA Team Leader
						Z&M DATA PROCESSING, INC.
				
April 1999 – April 2000			Proofreader
						INNODATA PHILIPPINES, INC.
		
EDUCATION

2004 – 2005		POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
1996 – 1999		Sta. Mesa, Manila
			Bachelor in Office Administration

1992 – 1996		MARIKINA HIGH SCHOOL
			Marikina City

1986 – 1992		MALANDAY ELEM. SCHOOL
			Marikina City


[bookmark: _Hlk106261618]PERSONAL DATA:


Date of  birth:  October 3, 1979	Place of  birth:  Quezon City, Philippines		Age: 42 years old

Height: 5’4”                               	Weight: 120 lbs.					 

Civil status:  Married			

References can be provided upon request
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