Christine C. Arce

Q Relay Street Moonwalk Village Talon 5, Las pinas City 1747.PH (U] Upwork/christinearce
0 carce.work@gmail.com @ +63 910-570-2263 M linkedin.com/in/christinearce

Results-driven professional specializing in non-voice lead generation and data research. Experienced in identifying potential
clients, analyzing market trends, and managing databases to enhance business growth. Detail-oriented, proactive, and
adept at optimizing processes for efficiency.

PROFESSIONAL EXPERIENCE

Syntra March 17, 2025 - April 17, 2025
Sales Development Representative

¢ Outbound Calling & Appointment Setting: Made 50—70 daily outbound calls to qualify leads and schedule appointments, focusing on
Ophthalmology clinics in New York. Maintained consistent performance in meeting call and booking targets.

¢ Lead Generation & Client Outreach: Identified and pursued prospective clients through cold calling and outreach strategies. Built
rapport with decision-makers and ensured accurate lead tracking in CRM systems.

« Communication & Objection Handling: Applied strong communication skills to follow scripts, overcome objections, and guide
prospects toward appointment bookings with professionalism and persistence.

Artigues Roofing & Restoration Services March 20, 2024 - March 1, 2025
Head of Lead Generation Department/Real Estate Virtual Assistant

¢ New Hire & Applicant Management: Conducted interviews, facilitated onboarding, and trained new employees.

¢ Lead Generation & Team Management: Led prospecting and market analysis to identify real estate clients. Managed a team,
overseeing cold calling and CRM data accuracy.

* Sales & Administrative Support: Handled sales coordination, data entry, and document organization to streamline operations and
improve efficiency.

Wingman Group Australia December 20, 2022 - February 10, 2025

Real Estate Virtual Assistant/Lead Generation Specialist

+ Data Extraction & Lead Generation: Extracted and analyzed large volumes of data to identify potential leads and market trends.
Compiled and verified contact information of prospective clients to support lead generation efforts.

+ Database Management & Organization: Organized and maintained databases, ensuring efficient data access and retrieval. Created
structured filing systems for quick and accurate document management.

* Administrative Support: Assisted in day-to-day administrative tasks, such as data entry, document filing, and maintaining records, to
enhance workflow efficiency.

RVA October 2023 - January 5, 2024
Research Analysis

¢ Research & Data Analysis: Conducted research and data analysis using tools like Reonomy, Excel, LinkedIn, and Facebook to identify
potential leads and market trends.

¢ Lead Generation Support: Verified and compiled accurate contact information for prospective clients to enhance lead generation
efforts.

Lead Tact INC. January 2023 - November 5, 2023
Live Chat Support

¢ Appointment Setting & Applicant Management: Skilled in conducting initial screenings, setting up interviews, and managing
applicant flow. Experienced in onboarding coordination and training support for new hires, ensuring a smooth recruitment process.

e Live Chat Support & Real-Time Customer Engagement: Proficient in handling live chat interactions, responding to customer
inquiries promptly, and providing tailored solutions with professionalism and clarity to boost satisfaction and conversions.

¢ Multi-Chat Management & Lead Qualification: Capable of managing multiple chat windows simultaneously while qualifying leads,
booking appointments, and resolving concerns efficiently to maintain a seamless customer journey.

¢ Problem-Solving & Client-Centered Communication: Strong analytical and communication skills with a focus on understanding
client needs, overcoming objections, and guiding prospects toward bookings or resolution with a customer-first mindset.

Thought Focus / MRI Software July 2023 - November 2023
Property Management

¢ Email Support & Client Inquiries: Handled client inquiries via email, ensuring timely responses.

e Property Data & Administrative Tasks: Updated property details and managed back-office operations.

* Tenant Relations Lease Management: Assisted with tenant communications, maintenance requests, and lease agreements.

¢ Vendor Coordination & Property Maintenance: Scheduled and oversaw property upkeep with vendors.

* Reporting & Documentation: Prepared reports to ensure accurate record-keeping and compliance.


https://www.linkedin.com/in/christinearce
https://www.upwork.com/freelancers/~01b5f43aac947fa2b0?mp_source=share

Teleperformance / Vivint Security System
(SME) New Hire Support Specialist | Technical Sales Support

July 2022 - July 2023

+ Trainee Mentorship & Certification: Promoted to support new hires, evaluate phone certifications, and ensure effective use of sales tools.
» Technical Support & Sales: Assisted clients with security system troubleshooting and pitched home and auto insurance products.

 Training & Performance Tracking: Provided ongoing guidance and maintained records of trainee progress.

Sitel
Amazon - Customer Service Representative

November 2021 - July 2022

e Team Support & Leadership: Promoted to assist new hires, provide guidance on case handling, and ensure quality service delivery.
e Customer Support & Issue Resolution: Managed inquiries on missing or damaged parcels, ensuring prompt and effective resolutions.
e Refund & Replacement Processing: Assessed account activity and email history to determine the best refund or replacement options.

ECC & Elitex Corp INC. - Logistics Company

Digital Marketing & Administrative Virtual Assistant

December 2020 - November 2021

Recruitment & Team Management: Handled hiring, interviews, and training of new hires, ensuring proper scheduling and store

readiness.

Back-Office & Administrative Tasks: Performed non-voice support, including data entry and record-keeping.

Digital Marketing & Promotions: Assisted in online marketing to enhance product visibility and sales.
Store Operations & Maintenance: Oversaw two physical stores, managing interior design, upkeep, and daily operations.
Customer Support & Order Tracking: Managed inquiries via Facebook Messenger, providing shipment updates for parcels to the

Philippines.

The Arts Playground (Molito Lifestyle Center Alabang)
Supervisor

August 2018 - September 2020

+ Employee Coordination & Training: Managed schedules, trained new hires, interviewed applicants, and handled staffing for events.

* Store Operations Management: Oversaw daily operations of two stores in upscale shopping centers.

¢ Financial & Inventory Oversight: Handled financial matters and maintained accurate inventory records.

% SKILLS

» Data Mining * Proficiency in Microsoft Office Suite (Word, Excel,
¢ Email Management Outlook)

e Strong attention to detail « Strong problem-solving and analytical skills

» Critical thinking skills » research skills and ability to stay updated on

* Knowledge of CRM systems and practices  industry changes

Data Entry

Photo Editing
Leadership Skills
Technical Support Skills
Customer Service Skills

€ EDUCATION

Bachelor of Science in Hospitality Management

2022 - STI College Las Pinas

(ABM) Accountancy Business Management

2018 - 2020 - Don Carlo Cavina School, Las Pinas

R TOOLS & CRM

e Google Calender .
e Microsoft Office Suite e Google Docs .
e Microsoft Word e Capcut .
e Microsoft Excel e Grammarly .
e Outlook e Canva .
e Microsoft Teams e Slack .
e Google Form e Sales Force .
e Google Sheets ¢ Reonomy .

e Google Earth e Flock .

Genesys
Tablueau
HeyCX

Bling

CSsC

Qwilr

REA & Domain
MRI software
Zopier

ID4me find

RP Data

Price Finder
REX

Notion

MRI - Box & Dice
Vault RE

Hail Trace

Trello

Google Workspace
Monday.com
Ziaper
Calendy.com
Skype

Opstool

Linked In Sales
Navigator

N REFERENCES

Name: Elezar Pagalan
Phone Number0919-706-6394
Email Address: elezarpagalan29@gmail.com

Name: Rex Paulo Javellana
Phone Number: 0926-701-4539

Email Address: rex.imanjavellana@gmail.com



