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AFNI
Commonwealth 
Customer Service Representative
May 2017 – Present

Handle international telco account making sure that customers are being taken care of regarding their mobile services. Worked as CHAT SUPPORT representative that has a wide range of task the includes but not limited to CUSTOMER PROFILE MANAGEMENT, simple mobile device TROUBLESHOOTING, ORDER process and follow up status, resolve complex BILLING issues and many more business process.

Achievements:
Top in training class both in foundation and products.
Picked to support other team mates during the probation period


Valentine Maritime Gulf LLC
Abu Dhabi, United Arab Emirates
Executive Assistant / Document Controller / Administrator
December 2012 – February 2017

Provides PERSONAL ASSISTANCE support to the VICE president of the company while doing some ad-hoc task like LOGISTICS to subcontractors, HR RELATED work such as EMPLOYEE FILE MANAGEMENT and other employee related documentations, PREPARE CORRESPONDENCE that includes letter of assistance for approval of personnel and vessels. Create, manage and update personnel training matrix.

Out of scope works:

Help accounting create FINANCE and PAYROLL, COORDINATE with suppliers and other department for project completion and other related activity. 

Achievements:
Enhance problem solving skills
Able to run business without supervision
Typing word per minute vastly improved
Negotiate with suppliers and high-profile clients
Provide company suggestions that was approved by directors and help improve company service



German Health Consult
Dubai, United Arab Emirates
Digital Archivist (Oman Insurance)
June 2011 – November 2012

Task involves manual PICK UP and RECEIVE of documents/claim form from Oman Insurance back to company, REGISTER document barcode to each claim. DATA ENTRY of required information from the claim form to be handed over to be SCANNED until the last phase of DELIVERING the documents back to Oman.

Achievement:
Chosen to lead a group of 15 people when supervisor is not around.

Valentine Maritime Gulf LLC
Abu Dhabi, United Arab Emirates
Logistics / Secretary
March 2010 – May 2011

RECEIVE and LOG invoice for signatures and DISTRIBUTE approved invoices to respective departments. Simple and basic task like document REPRODUCTION as necessary. CONVERT physical records to electronics. ARCHIVE and update master records for supporting file documents. Perform other ADMINISTRATIVE task associated with projects as may be appropriate. DISPATCH outgoing mail directly by fax, email or courier. Task also involves receiving and making telephone calls on behalf of manager. KEEP AND MAINTAIN CONFIDENTIAL FILES.

Achievements:
Selected as top replacement secretary to VISE PRESIDENT 3 months after probationary
Learned document control task and other duties outside my support area
Reading and typing skills improved
Gained advance knowledge in MS office and other word processors.


CONVERGYS
UP Technohub
Technical Support Tier 1
March 2009 – December 2009

International support for US based Telco that cater 3 in one service solutions (TV, Internet and telephone). Perform TROUBLESHOOTING like computer connectivity, telephone line and TV problem. As tech support rep, we are also responsible for UPDATE client information and SCHEDULE/DISPATCH technician for appointments and confirmations.

Achievement:
Able to hit and exceeds KPI on duration of stay on the company.

Hinduja Global Solutions 
E Rodriguez
Desk Help Assistant
November 2007- September 2008

Task involves support for INTERNATIONAL BRAND of cameras and camcorders. Provide STEP BY STEP PROCEDURE to correct the situation or process necessary protocol to have the unites send for repair. DISCUSS and provide ADVISE about the pros and cons of the product customer is interested with. MATCHING CLIENT profile to introduce new camera models thus producing and CLOSING sales.

Achievement:
Critical thinking and troubleshooting skills improved.

Sykes Asia Philippines 
Quezon Avenue
Customer Service Representative
March 2007- July 2007

PROCESS customers order via company tools and website. Task also involves UPSELL or relative products based on customers initial orders. FOLLOW UP and TRACK customers order and provide CUSTOMER CARE related to billings, inquiry and other concerns.


Teletech
Fairview
Customer Service Representative
October 2006 – February 2007

Project base campaign PROCESS customers order via company tools and website. Task also involves UPSELL or relative products based on customers initial orders. FOLLOW UP and TRACK customers order and provide CUSTOMER CARE related to billings, inquiry and other concerns.

Achievement:
Able to complete projects and gain attendance benefit for not being absent or late.





 




