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GeneralSantosCity,Philippines

PROFESSIONALSUMMARY

Motivatedanddetail-orientedprofessionalwithexperienceincustomerservice,sales

support,andinventorymanagement.Skilledinclientcommunication,administrative

support,organization,andmultitaskinginfast-pacedenvironments.Provenabilityto

maintainprofessionalism,manageresponsibilitiesefficiently,andsupportteam

operations.Eagertocontributestrongcommunicationandorganizationalskillsina

remoteworkenvironment.

SKILLS

-CustomerService&ClientSupport

-TimeManagement&Multitasking

-Administratvesupport

-EmailHandling,DataEntry&Documentation

-TimeManagement&Multitasking

-GoodCommunicationSkills(English)

-Inventory,StockMonitoring&Organization

-Problem Solving&Communication

TOOLS&TECHNOLOGY

-MicrosoftWord&Excel

-GoogleDocs&GoogleSheets

-Canva,Trello

-Hubspot,Figma

-ChatGPT(forproductivityandtasksupport)

WORKEXPERIENCE

SalesAssociate/FinancingConsultant

Billease|Philippines2024–Present

• Assistedcustomerswithfinancingapplicationsandpaymentconcerns

professionally

• Maintainedaccuratecustomerinformationanddocumentation

• Supporteddailysalesoperationsandachievedperformancetargets

• Handledcustomerinquiriesandresolvedconcernsefficiently



FactoryWorker–DensoPhilippines

Philippines2022-2023

•Ensuredaccuracyandqualityinassignedtasks

•Followedstrictproceduresanddeadlines

•Demonstrateddiscipline,focus,andteamwork

Stockman/InventoryAssistant

VonDutchBoutique|Philippines2023–2024

• Managedinventoryorganizationandstockmonitoring

• Assistedwithdeliveryupdatesandproductdocumentation

• Identifieddamageditemsandensuredinventoryaccuracy

• Maintainedorganizedstockrecordsandsupportedstoreoperations

EDUCATION

BachelorofScienceinBusinessAdministration

MajorinFinancialManagement(SecondYearLevel)

GensantosFoundationCollege

CERTIFICATIONS&TRAINING

• VirtualAssistantTraining

• CRM &EmailAutomationBasics

• AdministrativeSupportTraining

ADDITIONALINFORMATION

• Willingtoworkremotelyandflexibleschedules

• Fastlearnerwithstrongattentiontodetail

• Reliableinternetconnectionandcomputersetupavailable


