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WORK EXPERIENCE

A s  p a r t  o f  o u r  r e s p o n s i b i l i t i e s ,  w e  s p e c i a l i z e  i n  c h a t  s u p p o r t  a n d
c a l l s  t o  p r o m p t l y  a d d r e s s  c u s t o m e r s '  c o n c e r n s  a n d  i n q u i r i e s .  W e
e f f i c i e n t l y  h a n d l e  i n c o m i n g  c h a t s ,  c r e a t e  t i c k e t s  f o r  m o r e  c o m p l e x
i s s u e s ,  a n d  p r o v i d e  e x p e r t  a s s i s t a n c e  t o  g u i d e  c u s t o m e r s  t h r o u g h
t h e  s i g n - u p  p r o c e s s  o n  o u r  w e b s i t e  f o r  o u r  s e r v i c e s .  O u r  a i m  i s  t o
d e l i v e r  a  s e a m l e s s  a n d  u s e r - f r i e n d l y  e x p e r i e n c e  w h i l e  e n s u r i n g
c u s t o m e r s  r e c e i v e  t h e  n e c e s s a r y  s u p p o r t  t h e y  n e e d  t o  g e t  s t a r t e d
w i t h  o u r  o f f e r i n g s .

VIRTUAL ASSISTANT

Communication Skills
Email Support
Chat support
Customer Service
Problem-solving
Critical thinking
Customer Relations
Adaptability
Conflict resolution
Organizational skills 
Multitasking

Basic Occupational Safety and Health 
Construction Occupational Safety and Health
Pollution Control Officer
Standard First Aid & Basic Life Support - CPR
Training w/ AED Operation

Expertise/Skills

Technical Skills

B a c h e l o r  o f  E a r l y  C h i l d h o o d  E d u c a t i o n

S e c o n d a r y  E d u c a t i o n

B a t a a n  P e n i n s u l a  S t a t e  U n i v e r s i t y

L u b a o  N a t i o n a l  H i g h  S c h o o l
S a n  n i c o l a s  1 s t ,  L u b a o  P a m p a n g a

D i n a l u p i h a n ,  B a t a a n  

E l e m e n t a r y  E d u c a t i o n
L u b a o  E l e m e n t a r y  S c h o o l
S a n  N i c o l a s  1 s t ,  L u b a o  P a m p a n g a

Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Email
Data Entry
CRM tools
Social Media Platform tools

Trainings Attended
A s  p a r t  o f  o u r  r e s p o n s i b i l i t i e s ,  w e  h a n d l e  o u t b o u n d  c a l l s  f o r
c u s t o m e r s  b a s e d  i n  t h e  U n i t e d  S t a t e s ,  e n s u r i n g  a  c o u r t e o u s  a n d
p r o m p t  a p p r o a c h  w h i l e  e f f i c i e n t l y  o f f e r i n g  t h e m  o u r
p r o d u c t s / s e r v i c e s  w h i l e  a n s w e r i n g  t h e i r  i n q u i r i e s  a n d  c o n c e r n s .

APPOINTMENT SETTER
Corbin Financial LLC
Blu-Star Installs - January 2022 to June 2022

Exela Technologies - July 2022 to July 2023

B i r t h d a y :  J a n u a r y  1 5 ,  2 0 0 3

S e x :  F e m a l e

C o n t a c t  N u m b e r :  + 6 3 9 7 7 2 5 3 8 6 8 8

ADMINISTRATIVE ASSISTANT
Liansheng Manufacturing Corporation - June 2024 to January 2025
C l i e n t  t r a n s a c t i o n s ,  p r e p a r i n g  a n d  o r g a n i z i n g  d o c u m e n t s ,  a n d
a c t i n g  a s  a  c u s t o m e r  l i a i s o n  t o  a d d r e s s  i n q u i r i e s  a n d  m a i n t a i n
p o s i t i v e  r e l a t i o n s h i p s .  S c h e d u l i n g  a n d  c o o r d i n a t i n g  m e e t i n g s ,
e n s u r i n g  e f f i c i e n t  o f f i c e  o p e r a t i o n s ,  a n d  h a n d l i n g  d a t a  e n t r y  a n d
r e c o r d - k e e p i n g  w i t h  a c c u r a c y  a n d  c o n f i d e n t i a l i t y .  P r o f i c i e n t  i n
s u p p o r t i n g  m a n a g e m e n t  w i t h  a d m i n i s t r a t i v e  t a s k s  s u c h  a s  d r a f t i n g
c o r r e s p o n d e n c e ,  c r e a t i n g  p r e s e n t a t i o n s ,  a n d  c o n d u c t i n g  r e s e a r c h .
A d e p t  a t  i m p r o v i n g  p r o c e s s e s ,  a d h e r i n g  t o  c o m p a n y  p o l i c i e s ,  a n d
e n s u r i n g  c o m p l i a n c e  w i t h  r e g u l a t o r y  s t a n d a r d s  w h i l e  d e l i v e r i n g
e x c e l l e n t  c u s t o m e r  s e r v i c e  a n d  m a i n t a i n i n g  a t t e n t i o n  t o  d e t a i l .

A s  a  S a f e t y  S u p e r v i s o r ,  I  m a n a g e  a n d  o v e r s e e  t h e  d a i l y  o p e r a t i o n s  o f  t h e
S a f e t y  D e p a r t m e n t ,  l e a d i n g  a  t e a m  o f  S a f e t y  O f f i c e r s  t o  e n s u r e  t h e
c o n s i s t e n t  i m p l e m e n t a t i o n  o f  s a f e t y  p r o t o c o l s  a n d  r e g u l a t o r y
c o m p l i a n c e  a c r o s s  a l l  w o r k  a r e a s .  I  a m  r e s p o n s i b l e  f o r  m o n i t o r i n g  s a f e t y
p r a c t i c e s ,  c o n d u c t i n g  r i s k  a s s e s s m e n t s ,  a n d  e n s u r i n g  p r o p e r  i n c i d e n t
r e p o r t i n g  a n d  i n v e s t i g a t i o n .  I n  a d d i t i o n  t o  o n - g r o u n d  s u p e r v i s i o n ,  I
p r e p a r e ,  r e v i e w ,  a n d  s u b m i t  a l l  r e q u i r e d  s a f e t y  d o c u m e n t s ,  p e r m i t s ,  a n d
c o m p l i a n c e  r e p o r t s  t o  r e l e v a n t  a u t h o r i t i e s  a n d  i n t e r n a l  m a n a g e m e n t .  I
a l s o  l e a d  s a f e t y  a u d i t s ,  f a c i l i t a t e  t o o l b o x  m e e t i n g s ,  a n d  c o o r d i n a t e  w i t h
v a r i o u s  d e p a r t m e n t s  t o  p r o m o t e  a  p r o a c t i v e  s a f e t y  c u l t u r e  t h r o u g h o u t
t h e  o r g a n i z a t i o n .

Liansheng Manufacturing Corporation - January 2025 to Present
SAFETY SUPERVISOR


