
 

 

             
  

 

 

 

 
O R D E R  T A K E R  |  D I SP A T C H E R  |  C U S T O M E R  S E RV I C E  
R E P R E SE N T A T I V E  
R E C R U I T M E N T  A N D  O N - B O A R D I N G  S P E C I A L I S T  
F a l c o n  V i r t u al  S er v i c e s  |  R e s t au r an t  D el i ve r y  S e r vi c e s  |  
J a n u a r y  2 0 2 2  –  A pr i l  2 0 2 2  
 
• Placing orders that are coming in the system trough inbound calls and restaurant 

delivery app. 

• Assigning and dispatching orders to drivers to pick up and deliver to make sure orders 

will be delivered on time. 

• Taking inbound calls to assist members with issues on their orders such as Missing 

Items, Incorrect Items, Late orders and refunds. 

• Cold-calling interested driver applicants outsourced from Indeed, Craigslist and leads 

from previous applications who have shown interest applying as a Food deliver Rider. 

• Processing applications such as contract signing, verifying requirements, system entry, 

application download and booking process. 

• Orienting drivers with on-boarding to discuss specific rules, bonuses and sanctions to 

violations. 

 
C U S T O M E R  S E R V I C E  RE P RE S E N T A T I V E  |  CH A T  S U P P OR T  |  
E M A I L  S U P P O R T  
C o n c e n t r i x  |  e B a y  ( N or t h  A m er i c a )  |  D e c e m b e r  2 0 1 9  –  
A u g u st  2 0 2 1  
 
• Handling Claims and Cases – Items not Received, Missing and/or Damaged Items, 

Refunds and Refund Disputes – decision making and critical thinking are huge aspects 

for the role. 

• Assisting members with concerns about items sold and bought at eBay – listening and 

understanding the issues and providing precise resolution within a timely manner. 

 

C U S T O M E R  S E R V I C E  RE P RE S E N T A T I V E  |  C O L L E C T I O N S  A G E N T  
T e l e p e r f o r m an c e  |  N a vi e n t  |  N o v em b er  2 0 1 8  –  J u l y  2 0 1 9  
 
• Cold calling members collecting debts for past due accounts and providing resolution 

for members who are unable to pay – rapport is a great way to understand members 

current situation and provide realistic resolution for loan repayment. 

• Assisting members with concerns about submitting documents needed for loan 
application or program application and processing due payments. 
 
 

A P P O I N T M E N T  S E T T E R |  QU A L I F I E R  
W o l f  G at e  S ol u t i o n s  |  H o m e  S ol a r  S o l u t i on s  |  Oc t ob e r  2 0 1 7 -
O c t o b e r  2 0 1 8  
 
• Cold calling Home Owners who are interested in purchasing Solar Panels and educating 

benefits and financial savings Solar Panels have to offer – being clear and concise is a 

very important characteristic when talking to Home Owners to make sure they 

understood the offer. 

• Asking qualifying questions and making sure that Home Owners meet the minimum 

requirement Home Solar Solutions are looking for – making sure that questions do not 

sound offensive or violate privacy – this way the Home Owners will feel safe and 

secured with the appointment. 

 

Q U A L I F I C A T I O N  S U M M A R Y  

 

With over 3 years of experience in providing exceptional Customer Service to members 

all over United States mainly focused in resolving customer issues in a timely and 

professional manner while maintaining good customer relations and meeting company 

expectations. Values integrity above all. 

UNIVERSITY OF THE CORDILLERAS 
S.Y. 2016-2017 
Bachelor of Science in Business 
Management Major in Financial 
Management 

ATLE MAE 
CORTEZ 

P R O F E S S I O N A L  E X P E R I E N C E  

P E R S O N A L  
I N F O R M A T I O N  

0 9 0 6 - 0 7 8 - 0 0 8 6  
 
c o r t e z a t le @ g m a i l . c om   
 
7 1 - A  P l e a s an t  R d .  P ur o k  5 ,  
A n dr e s  B o n i f a c i o ,  B ag u i o  C i t y ,  
B e n gu e t ,  P h i l i pp i n e s  2 6 0 0  
 
l i v e : . c i d . 8 c 4 b 6 5 df d d 1 2 8 9 a 1  

•  B a s i c s  o f  R e a l  E s t a te :  
   H o m e  B u y i n g  &  S e l l i n g  
•  M L S  C i r c u l a t io n  a n d       
   M a n a g em e nt  
•  H a n d l i n g  O b j e c t i o n s  
•  L e a d  M an a g em e n t :   
   T o m  F e r r y  S cr i p ts  
•  L e a d  M an a g em e n t :   
   M i k e  F e r r y  S c r i p t s  
•  B a s i c s  o f  G eo - F ar m in g  
•  B u y er  &  S e l l e r  L e a d s  
•  F S B O  L e a d s  
•  E x p i r e d  L e ad s  
•  C i r c l e  P r o s p e c t in g  L e ad s  

T R A I N I N G  &  
C E R T I F I C A T I O N S  

mailto:cortezatle@gmail.com


  

 

 


