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Marjorie V. de Vera

Tides, Ghandakualhimagu, Male, Maldives
Contact No.: +9609108916
Email : deveramarjorie@gmail.com  
   OBJECTIVES  :  Obtain a position where I can maximize my Knowledge, Experience and skills to provide the best customer satisfaction for personal and company’s growth
EDUCATIONAL REFERENCES

Tertiary:



Interface Computer College



C.M. Recto, Manila, Philippines 



Bachelor of Science in Information Technology 



June 05, 2003 – March 24, 2007

WORK EXPERIENCE
Freeguys Holdings Pvt. Ltd.

FERRAGE Shoes and Apparels


Ma. Satharuge, Chandanee Magu, Male, Maldives
Store Manager

Dec 2015 to present

· Responsible for strategic planning enable to reach monthly target sales for the shop. 

· In-charge of the shop staffs including giving orders to provide excellent customer service and product satisfaction

· Responsible for plotting schedules and off days  for the entire shop personnel

· Providing sales reports on a daily, weekly and monthly basis

· Attends corporate meeting to bridge hurdles and suggestions to better increase sales and productivity

· Reporting to the General Manager and Marketing Director on the current status of the business 

· Managing the entire running of the shop including beautification, sale percentage, cleanliness and legal abidance according to law. 
· Promote and support the high quality brand image through professional selling.

· Explain product features and benefits, as well as technical specifications, to customers.

· Reinforce the importance of comfort and service by professionally fitting every customer with the proper footwear.

· Ensure that every customer receives the highest level of customer service.

· Responsible for effective management of inventory and company operating systems.

· Support Loss Prevention efforts in each store.

· Maintain and promote merchandising standards in the store..

· Study and know the strengths and weaknesses of competitors' products.

Propsage Pte Ltd


20 Maxwell Rd, Singapore 069113
Admin Executive cum System Support (Technical)

April 2013 to Dec 2015
· First Person contact in System’s Technical Support (Web-based CRM) includes desktop access thru TeamViewer, System walk through, software and hardware troubleshooting, internet, networking and browser related issues using IP Phone since current job location is home-based
· Answering/making technical/general phonecalls to high end clients with high customer service skills.

· Taking over customer handling/deployment once final contract has been signed.

· Responsible for training new clients of the use of CRM, providing benefits and the best suited use of the system.
· Responsible for evaluating / hiring new telemarketers and supervising their performance according to high company standards. 

· Extracting Data from a given source, proofread and make sure that it is error free

· Research agency addresses and/or particulars that are needed for the database

· To insure that details of Salesperson and Real Estate agency is keyed and entered correctly in the system
· Liaising with clients regarding general and conflict enquiry.
· Email support to client and non-client

· Using system software to create interactive forms
· Set appointments for offshore clients

· Responsible for general admin work. 

Jean Yip Group Pte. Ltd. 


50 Kaki Bukit Place #01-07 Jean Yip Bldg.


Singapore 415926


Customer Service Officer cum Admin (Management Trainee)

March 26, 2012 to March 27, 2013


Job Description: 

· Performs telemarketing to do 1st trial treatments that may lead to sales of products and packages

· Responsible for handling customer complaints and do settlements to meet customer expectations

· Create simple excel system that would automate sales report

· Performs accounting for consultants daily, weekly and monthly sales

· Create reports every end of the month for the branch sales

· Arrange appointments for regular and new customers

· Responsible for settling sales and cashiering for the branch

· Sends reports to the head office in any employee/customer related concerns
· Order Stocks for customer purchase and branch use
· Assist all customer concerns
Teleperformance 

14th Floor Octagon Bldg., San Miguel Ave.,


Ortigas Center, Pasig City


Philippines 1605


Technical Support Consultant/Customer Service Officer
(Telstra Telephone Company – Bigpond Broadband Australia)

August 09, 2010 up to March 05, 2012

Job Description: 

· Deals with desktop problems, install softwares/hardwares/networking.
· Perform Isolation Test for broadband and telephone system over the phone

· Perform Line testing (OATS (Broadband), TADA (Telephone))

· Troubleshoot modem fault by diagnosing modem lights and modem interface

· Troubleshoot telephone fault and responsible for sending out technicians if needed

· Fix issues with regards to personal email clients, internet browser, and specific website concerns by using Log-me-in

· Perform Wireless LAN and UTP Cabled Set-up 

· Deals with known modem brands such as Belkin, D-Link, Netgear, etc.

· Deals with general customer service enquiry
· Provides answers to clients by identifying problems; researching answers; guiding client through corrective steps.

· Improves client references by writing and maintaining documentation.

· Participates in development of client training programs by identifying learning issues; recommending instructional language.

· Accommodates client disabilities by recommending devices and techniques.

· Avoids legal challenges by monitoring compliance with service agreements.

· Improves system performance by identifying problems; recommending changes.

· Updates job knowledge by participating in educational opportunities; maintaining personal networks.

· Accomplishes information systems and organization mission by completing related results as needed
IQOR-Clark


17th Floor, Tower 4, RCBC Plaza


6819 Ayala Avenue, Makati City


Philippines 

Customer Service Representative (Collections Department)


August 01, 2008 up to July 22, 2010

Job Description

· This is a third party collection position that makes outbound calls to collect outstanding debt in a banking environment

· In this role, there is considerable research and planning of work, understanding of customer’s issues, ability to analyze the impact of collections on the customer’s portfolio and good understanding of the customer’s business and its customers. 

· Ability to use computer systems and reporting is required.

· Responsible for payment over the phone thru credit card, debit card, auto draft, 

moneygram, western union, check over the phone and other modes of payments.

· Responsible for best demonstrated practices for productivity enhancements
ACHIEVEMENTS
· Association of Information and Computer Technology (AICT 2006-2007)

Interface Computer College



President

· Award in Database Management

Interface Computer College (2007)

· C++ Programming Contest
Interface Computer College

2nd Placer (2003)
SEMINARS ATTENDED

· Adobe Photoshop

· Dreamweaver

· HTML Programming

· Business Management 2004

· Webpage Designing
SKILLS & QUALIFICATION
· Knowledgeable in adobe photoshop, dreamweaver, html programming, 
· hardware and software troubleshooting / networking
· Proficient in Microsoft Office application such as Word, Excel, Powerpoint etc.  

· Can speak and write English proficiently

· Familiarity with Real Estate Business

· Familiar with Online/Offline games

· Interpersonal skills, communication skill- verbal and written, listening skills

· Problem solving and analysis, attention to details and accuracy for data collection

· Customer service oriented, adaptable, always takes the initiative 

· Ability to handle stress and pressure
· Has a positive attitude towards learning and growth

· Ability to plan and manage time
· Can work with less supervision
                   PERSONAL INFORMATION


Date of Birth


June 02, 1986


Sex



Female


Civil Status


Married


Height



5’5”



Passport



EB7476880

Work Visa 


WP00148320
 
