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CUSTOMER SERVICE REPRESENTATIVE

Job Function:
* Generally answering phone calls and emails from customers.
*  Give customers information about products & services, take orders, & process returns.
¢ Helping customers understand the product and answering questions about their orders.
*  Walking customers through basic troubleshooting or setup processes.
* Help customers with complaints and questions.

May 9, 2015 up to August 8,2017 - 2

PAGES HOLDINGS, INC.  gaam” 15 ot evongh (Grod tsvopomy )

Thirsty Compound, Gov. Cuenco Ave. Banilad Cebu City . s vh ot

CASHIER/ WAITRESS Mimmom  waqe g *‘"m‘m% }'
Job Function:

* Receive payment by cash, credit cards, or debit.

*  Issue receipts, refunds, credits, or change due to customer.

* Resolve customer complaints in a proactive manner.

+ Taking food and beverage orders.

April 14, 2011 up to November 30, 2012



MAGIC MELT FOODS, INC. - { yeav . G m oty
Bancal Road, Lapu-lapu City - \q:\/ bec- ' do 0T wfo Qﬁ
SALES LADY/ CASHIER
Job Function:
» Basic Selling- aggressive sales talk.
* Sales Projection- monitoring daily and monthly sales.
*  Product Projection- monitoring stocks, fast moving or needs improvement.
*  Ensure products are arranged attractively and automatically refilled.

May 9, 2006 up to March 31,2009 -0 qu /Q b mend
NAKO LENDING INVESTORS, INC. .
Tres de Abril St., Labangon, Cebu City »leﬁ bes e MW R b m)pemuM™M ( gt / da«%\}
FIELD COLLECTOR
Job Function:
*+  Collects daily payment of customers (house to house).
« Canvass prospect customers.
* Make a record of clients performance, either good paying or not.
» Remits cash collections daily to the cashier.

ON THE JOB TRAINING:

September 11 up to November 30, 2013 (Housekeeping Department)
MoOVENPICK HOTEL MACTAN ISLAND CEBU
Punta Engafio, Maxtan Island, 6015 Cebu City
STUDENT TRAINEE
Job Function:
*  Look after the maintenance of cleanliness, orderliness and sanitation in all our assigned guestrooms.
*  Look after the proper use, maintenance and storage of cleaning equipment.
* Attend to the needs and additional request of guest.
* Report and surrender all lost and found items to Supervisor.

EDUCATIONAL BACKGROUND:

2003 up to 2004 UNIVERSITY OF SAN CARLOS Nasipit, Talamban,
Cebu City
A.B Library and Information Science - nde  gpadvale/ (\4 F W\
- da m“
TECHNICAL COURSES: ey Y
he plang b pueige
May 7- June 26, 2013 DMS GLOBAL Training Center, Inc. Velez Ext. Capitol Site,
Cebu City
HOUSEKEEPING NC 11
July 28- August 17, 2010 CLEVERLEARN E.L.I, Inc. JY Square Mall,

Lahug, Cebu City
Finishing Course for Call Center Agents



QUALIFICATIONS/ SKILLS:

 Service-orientated and a team player.

*  Skilled in providing well-mannered and friendly service to guest, clients & colleagues.

+  Willing to “pitch-in” and assist colleagues with their work duties.

+ Efficient customer service skills.

+ Able to work in fast paced surroundings.

 Adaptable, positive, and open to new ideas.

* Knowledge-hungry learner, eager to meet challenges and quickly assimilate new concepts.
* Able to communicate in English in both written and oral forms.

CHARACTER REFERENCES:

Ms. Cathy Ta-a
Franchising Manager/ PHI
0932-445-2286

Mr. Gerondio Reconalla Jr.
Restaurant Supervisor, ZubuChon
0933-025-8795

Mr. Serafin Catalogo
Team Lead, Supportsave Fusion
0939-3049983



