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Objective
)With more than ten years of experience in a BPO industry, having strong data entry skills, pursuing a career in a reputable company that rewards hard-work, dedication and commitment to excellent with provisions for advancement.
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Work
Experience
)CUSTOMER SERVICE ASSOCIATE (Nov 2008– Nov 2019)
EXL Service Philippines, 9th-11th Floor Plaza@E Bldg. Northgate, Filinvest Muntinlupa City
· Enters information from the bill of lading to the Bill Entry System
· Uses additional resources such as US Postal Zip Code Guide, online NMFC, Shipper/Consignee information
· Performs audit functions on bills of lading
· Create an invoice to the customer
· Input all necessary information in the sytem timely and accurately


Business Process Associate, (May 13, 2005 – Oct 30, 2008)
American Data Exchange Corp, Bldg. 15, La Fuerza Compound, Alabang-Zapote Road Almanza, Las Pinas City (02) 775-0632-34
· Responsible for analyzing and checking article for documentation
· Ensured accurate reproduction according to client specifications
Import Coordinator /Documentation, (Feb 02, 2004 – Dec 2004) E.N. Ordiales Brokerage, Blk 85 Lot 20A Daffodil St.Rizal, Makati City
· Verified the arrival of the shipment
· Entertained client queries
· Encoded various related files on the computer
· Prepared billings and quotations
· Answered phone calls
 (
On-the-Job Training
Educational Background
)Bureau of Customs (Tax Exempt Division) South Harbor, Manila
Tertiary	Bachelor of Science in Business Administration	1999 – 2003
Major in Tariff and Customs Administration Lyceum of the Philippines, Manila
Secondary Imus Institute, Imus Cavite	1995 – 1999
Primary	Gov DM Camerino Elem School, Imus Cavite	1987 – 1995
 (
Personal Details
Skills
)Age:	36	Birthdate:	13 Feb 1983
Status:	Married	Religion:	Roman Catholic
Quick in appraising new challenges and can work under pressure Knowledgeable in MS Office applications
Typing speed of 40 wpm
 (
Character Reference
)Available upon request.
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