
PERSONAL PROFILE

I  am a Genera l  Admin V i r tua l  Ass istant  wi th 4 years exper ience as a
Customer Serv ice Representat ive in  a  BPO contact  center  and
more than 2 years exper ience as a VA handl ing admin ist rat ive tasks ,
mak ing phone ca l l s ,  d ispatch ,  managing emai l ,  ca lendar  and
bookings .

WORK EXPERIENCE

C S R / D I S P A T C H

Rigthway Locksmi th  and  Pes t  Contro l  UK |  Apr i l  2024  -  p re s ent
- Customer Serv ice
- rece iv ing and pr ior i t i z ing ca l l s
- coord inat ing personnel  or  techn ic ians
- ensur ing ef f ic ient  operat ions by managing booked jobs ,  schedules
and prov id ing rea l-t ime updates

L E A D  G E N E R A T I O N  S P E C I A L I S T

Ful lCirc l e  P lacement s  |  March  2023  -  Apr i l  2024
- Use Sa les nav igator  on L inkedIn in  gather ing leads 
- Data entry
- Contact ing prospect ive leads v ia  emai l

P R O D U C T  R E S E A R C H E R

Dig i ta l s  by  Kr i s ta  |  May 2022  -  January  2023

- Help ing with day-to-day pro ject  tasks
- Research popular  products on Etsy
- Compi le  a l i s t  of  bestse l lers  and create p ins on P interest  of  the
products l i s ted in  the store

C A M I L L E  T A N

+63 905 295 8862

tancami l le13@gmai l .com

C O N T A C T

P E R S O N A L  S K I L L S

Technica l  Prof ic iency

Team bui ld ing

Communicat ion

Problem Solv ing

Resourcefu l

S O F T W A R E
K N O W L E D G E

Bas ic Graphic Des ign

Bas ic GohighLeve l

Jobber

Team Communicat ion
Sofware
CRMs

E X P E R T I S E

Customer Serv ice

Data Entry

Calendar
Management

Emai l  Management

P R O D U C T  D E S C R I P T I O N  W R I T E R

Dig i ta l s  by  Kr i s ta  |  Feb  2022  -  May 2022

- Help ing with day-to-day pro ject  tasks
- Create product descr ipt ions for  my c l ient 's  des igns
- Wr i te posts/promote the products on soc ia l  media

T E L E M A R K E T E R

Viatech  Indus t r i e s  Inc .  |  March  2022  -  May 2022

- Cal l ing bus iness owners and se l l  c l ient 's  products

C O L D  C A L L E R

Pro f i tab l e  Rea l  Es ta te  Center  LLC |  Feb  2022  -  March  2022

- Help ing with day-to-day pro ject  tasks
- Create product descr ipt ions for  my c l ient 's  des igns
- Wr i te posts/promote the products on soc ia l  media



S A L E S  R E P R E S E N T A T I V E

Avas  F lowers |  Nov  202 1  -  December  202 1
- Customer Serv ice
- Answer ca l l s  and process orders f rom customers who are
purchas ing f lowers

O R D E R  E N T R Y / C U S T O M E R  S U P P O R T

Northern  L ight s  Deve lopment  Techno logy  |  Ju ly  202 1  -  October  202 1
- Customer Serv ice
- Answer and p lace orders for  customers
- Check ing inventory or  i tem stocks

C U S T O M E R  S E R V I C E  R E P R E S E N T A T I V E

Tele t e ch  PH |  Sear s  De l ivery  |  Ju ly  20 18  -  May 2019
- Handle ca l l s ,  process orders and de l ivery inqu i r ies
- send techn ic ians for  appl iance repa i rs
- bas ic  t roubleshoot for  appl iance compla ints  and process
rep lacements i f  needed

C U S T O M E R  S E R V I C E  R E P R E S E N T A T I V E

Teleper formance  (Caesar s  enter ta inment )  |  March  20 15  -  December  20 17
- Customer Serv ice
- Answer ca l l s  f rom guests booking a hote l  room,
restaurant ,  and event reservat ions
- Upse l l ing

C U S T O M E R  S E R V I C E  R E P R E S E N T A T I V E / M E D I A T I O N

ePer formax  Contac t  Center s  & BPO (eBay  North  Amer i ca )  |  December  20 13  -
Sep tember  20 14

- Receiv ing and pr ior i t i z ing ca l l s  f rom buyers and se l lers  d isputes
- Mediat ing between buyers & se l lers  to reso lve d isputes
& issues


