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S u m m a r y

Results-driven and tech-savvy professional with hands-on experience in customer support, virtual assistance, administrative operations,
and freelance web development. Skilled in handling live chat support, client communication, data management, and automation
workflows in fast-paced remote environments. Proficient in website development, CRM management, Google Workspace, Microsoft
365, and customer engagement strategies. Strong multitasking, problem-solving, and communication abilities with a focus on delivering
excellent customer experience and operational efficiency.

C u s t o m e r  S u p p o r t  &  L i v e  C h a t  A s s i s t a n c e
V i r t u a l  A s s i s t a n c e  &  A d m i n i s t r a t i v e  S u p p o r t
W e b  D e v e l o p m e n t  &  W e b s i t e  M a i n t e n a n c e
S o c i a l  M e d i a  M a n a g e m e n t  ( S M M )
E m a i l  &  C a l e n d a r  M a n a g e m e n t
C R M  &  D a t a b a s e  M a n a g e m e n t
D a t a  E n t r y  &  D o c u m e n t  P r o c e s s i n g
G o o g l e  W o r k s p a c e  &  M i c r o s o f t  3 6 5
A u t o m a t i o n  W o r k f l o w  S e t u p

M a n a g e d  c u s t o m e r  a n d  s u b s c r i b e r  c o n v e r s a t i o n s  a c r o s s  o n l i n e  c h a t  p l a t f o r m s  w h i l e
m a i n t a i n i n g  h i g h  r e s p o n s e  q u a l i t y  a n d  p r o f e s s i o n a l i s m .
I n c r e a s e d  c u s t o m e r  e n g a g e m e n t  t h r o u g h  p e r s o n a l i z e d  c o m m u n i c a t i o n  a n d  t i m e l y
r e s p o n s e s .
P r o m o t e d  p r e m i u m  p r o d u c t s  a n d  s e r v i c e s  u s i n g  p e r s u a s i v e  c o m m u n i c a t i o n  t e c h n i q u e s .
M a i n t a i n e d  c o n f i d e n t i a l i t y  w h i l e  h a n d l i n g  s e n s i t i v e  c u s t o m e r  i n t e r a c t i o n s .
M a n a g e d  m u l t i p l e  s i m u l t a n e o u s  c o n v e r s a t i o n s  w h i l e  m e e t i n g  r e s p o n s e  t a r g e t s  a n d
c u s t o m e r  s a t i s f a c t i o n  g o a l s .
S t r e n g t h e n e d  c u s t o m e r  r e t e n t i o n  t h r o u g h  c o n s i s t e n t  a n d  e n g a g i n g  c o m m u n i c a t i o n .

D e v e l o p e d  r e s p o n s i v e  w e b s i t e s  a n d  p o r t f o l i o  p r o j e c t s  t a i l o r e d  t o  c l i e n t  b u s i n e s s  n e e d s .
I m p l e m e n t e d  a u t o m a t i o n  f e a t u r e s  t o  i m p r o v e  l e a d  m a n a g e m e n t  a n d  w o r k f l o w  e f f i c i e n c y .
C o l l a b o r a t e d  d i r e c t l y  w i t h  c l i e n t s  r e g a r d i n g  r e v i s i o n s ,  r e q u i r e m e n t s ,  a n d  p r o j e c t
t i m e l i n e s .
D e s i g n e d  v i s u a l l y  a p p e a l i n g  a n d  u s e r - f r i e n d l y  w e b s i t e s  f o c u s e d  o n  c o n v e r s i o n  a n d
e n g a g e m e n t .
P r o v i d e d  p o s t - l a u n c h  m a i n t e n a n c e  a n d  t e c h n i c a l  s u p p o r t  f o r  c o m p l e t e d  p r o j e c t s .
U t i l i z e d  m o d e r n  w e b  t e c h n o l o g i e s  i n c l u d i n g  H T M L ,  C S S ,  J a v a S c r i p t ,  a n d  w e b s i t e  b u i l d e r s .

P r o c e s s e d  s t u d e n t  I D  r e q u e s t s  a n d  m a i n t a i n e d  a c c u r a t e  r e c o r d s  u s i n g  o n l i n e  s y s t e m s .
A s s i s t e d  s t u d e n t s  w i t h  i n q u i r i e s ,  r e q u e s t  u p d a t e s ,  a n d  d o c u m e n t  p r o c e s s i n g .
M a n a g e d  c o n f i d e n t i a l  s t u d e n t  i n f o r m a t i o n  w h i l e  e n s u r i n g  d a t a  a c c u r a c y  a n d  c o m p l i a n c e .
R e s p o n d e d  p r o f e s s i o n a l l y  t o  e m a i l s ,  m e s s a g e s ,  a n d  a d m i n i s t r a t i v e  i n q u i r i e s .
S u p p o r t e d  e n r o l l m e n t  o p e r a t i o n s  a n d  c o n t r i b u t e d  t o  w o r k f l o w  e f f i c i e n c y  i m p r o v e m e n t s .
P e r f o r m e d  a d m i n i s t r a t i v e  t a s k s  i n c l u d i n g  d a t a  e n t r y ,  f i l e  o r g a n i z a t i o n ,  a n d  r e c o r d
m a n a g e m e n t .

H T M L ,  C S S  &  J a v a S c r i p t
W o r d P r e s s  &  W e b s i t e  B u i l d e r s
L e a d  G e n e r a t i o n  &  C l i e n t  E n g a g e m e n t
U I / U X  D e s i g n  P r i n c i p l e s
T e c h n i c a l  T r o u b l e s h o o t i n g
A P I  &  W e b h o o k  I n t e g r a t i o n
G i t H u b  V e r s i o n  C o n t r o l
M u l t i t a s k i n g  &  T a s k  P r i o r i t i z a t i o n

C o r e  C o m p e t e n c i e s

P r o f e s s i o n a l  E x p e r i e n c e

P r o f e s s i o n a l  E x p e r i e n c e

Rozel O. Ramos

 

Web Developer | Virtual Assistant | Customer Support Specialist | Social Media Management

Online Chat Support / Sales Chatter
 (Freelance Remote)

July 2025 – April 2026

Freelance Web & Mobile Developer
 (Freelance Remote)

April 2025 – March 2026

Bachelor of Science in Information Technology
Polytechnic University of the Philippines (2023 – 2025)

Diploma in Information Technology
Polytechnic University of the Philippines (2019 – 2022)

ID Processing Staff (OSAS) | Admission Assistant Officer
PUP Lopez, Branch

March 2022 – September 2023
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