MENNE LOU DELOS SANTOS GRATUITO
PROFESSIONAL SUMMARY

Dynamic and results-onented protessional with over 8 years of exponence as ar
Executive Virtual Asclstent, Technlcal Support Specialist, Sales Expert, and
Cuslomer Service Amociste. Proven |mack record i providing  high-tevel
adimrinislrative supporn OpUmAzIng Oparutlons ailigiency, and srnancin B CUStommer
B LESTRC LIGT |'I'.'.|";. L &t ill.al'l:JF :IJ.: COMmpasy  fchegulas sy L L | [T R A 'F- (=lg=]l si=lE, &nad
dalivaring tailored salutions in last-peced environmants, Strong technical aptitude
with a solid background in troubleshooting and resolving Bsues; complemented by

excoplional carmmunication elkills and a commitmaent to fostenng positve cliant

raelationsh ps. Seaking o leverage expertise in a hallenging role that valees Initiatiwe

and imnevation

CONTACT WORK EXPERIENCE
O 0956172991 Freelance
Executive Virtual Assistant
May 2024 - January 2025

Delvered administrative assistance to exeoutives

m lougratuito@gmail.com

Block 2 Lot 4 Dictadao Village

0 Brgy. Market Area, 5ta. Rosa by oversesing schedules, aranging meetngs, and
Laguna, 4026 coordinating projgécts to enhance operations and

facilitate decision-making

EDUCATION

Polytechnic University of the Asurion

- Technical Support and Sales Expert
Philippines March 2023 - May 2024
Bachelor of Science in Business Ansisted customers with technical issues and
Administration Major in Marketing offered dovice insurance to closea safe
MEH'I-;-IEE'HWE'IH Wells F.rﬂﬁ
June 2008 - March 2012 Customer Service Associate

March 2022 - July 2022
SKILLS Responsible for providing support and assistance
Lo CUSTOMETs I|I.|I.|Z:i"lr‘_ ANEWETINE QUESLIONS,
weeient commanication skl resclving issues and complaints, and processing
Strong problem-sobeing abilitie: arders

-

Custamer-locosed aporoach lQﬂ!'
Abllity to wark vl under pressurs Customer Service Representative
Attentios bo detail ]anuaw EGEG 3 M.’:’IrCh EGEE
Tearm plivyer Provided support and assistance to customers vis
Time msnagerment skils Inbound call, Main point of contact for customers
' and must ensure that their needs are met ina
Praficie: Microsott Citice snd CRM software :

s s e R timely and professional manner
Conflet rasaletion skilla

Adaptability Ttec (Formerly Teletech)
Customer Service Representative

July 2017 - December 2019

Provided support and assistance Lo customers via

Ly -l |||'|'r mna | 17 | [
Multrts K INE, & Ol frhae

Strong arganizational sk
X inbaund call, Main point of contact for Customers
ASITY 1 |eam quickly ad Bdapt to new Bouation and rmust ensure that their needs are met in a

Fositive attituds and willlngness to help obha timely and professional manne



