[image: image1.png]



Maria Vicenta Marivic C. Santiago

17 Cordillera St., Brgy Don Manuel, Q.C. Philippines


My work experiences have given me an edge in dealing with people.  I can get along with, most irregardless of age, religion or nationality.  It has also enabled me to be adaptable to different situations and be more flexible.

I have a short learning curve and have no problems training or managing people older or younger than I am. I know that I can contribute to the growth, development and success of your company.
               WORK HISTORY
:    
October 20, 2008-Present
MetroVoices Marketing

Operations Manager

              Responsibilities:

                         Oversees operation for 2 shifts for outbound campaign

                         Does coaching and training

                         Sees to it that metrics and KPI’s are being met

                         Manages 32 agents, 2 Team Leaders

              Ensures that quotas are being met individually and as a team

              Provides coaching. monitoring and  performance feedback

               Encourages and implements continuous  improvement measures on a day-to-day within                              the area of responsibilities

              Provides guidance and share knowledge with team members relating to own specialization
  Did multi tasking jobs, since company is a start up

  Overseas day to day operations

June 15, 2008 – September 30, 2008
Caltel Systems

Virtual Assistant/ Outbound Calling(Homebase)

             Responsibilities:

                       Call B2B installers to look for old or used telecom equipments

                        Does lead mining

April 1, 2008- June 15, 2008
Virtual Assistant/Customer Service Rep(Homebase)
Schultz Optical

Does customer service for inquiries

Do upselling for dental loupes
January 10, 2008 – March 31, 2008

Shining Star Debt Relief

Lead Generator/Mortgage Agent (Homebase)
  Responsibilities:

  
Generates leads for debt consolidation


Closes sale for the program

Generates leads for customers who wants to buy their own house for financing

January 15, 2007 – December 15,2007
Menara Kekal Sdn. Bhd

Outbound Sales

Bluehyppo-Online Advertising

Operations Manager
Responsibilities:

· Results of Team efforts by maintaining workflows and quality    standards and meeting deadlines

· Communicate status with management

· Provides level of effort and schedule for work

· Works Manage 10 agents in sales fulfillment activities

· with management to create and maintain work plans

· Facilitates review sessions

· Ensures that quotas are being met individually and as a team

· Provides coaching. monitoring and  performance feedback

· Encourages and implements continuous  improvement measures on a day-to-day within the area of responsibilities

· Provides guidance and share knowledge with team members relating to own specialization
January 2006 – January 2007

Intellirisk Management   Corporation

Outbound Collection

American Express- Australian
December 2004 – December 2005
Vision X Inc.

Inbound Customer Service

AT &T
January 1998 – November 2004

Freedom Computer System

Support Center Manager
Inbound and Outbound
Responsibilities:

· Provides inbound and outbound support for Freedom’s clientele
· Manage 50 agents and support engineers in service fulfillment activities

· Implements workflow process and quality standards and meeting deadlines as imposed by  Freedoms business units     
· Communicate status with various department heads

· Provides level of effort and schedule for work

· Works with team leaders and maintain work plans

· Encourages and implements continuous  improvement measures on a day-to-day within the  area of  responsibility

· Provides guidance and share knowledge with team leaders relating to own specialization
March 2002 – November 2004

Asst. Support Center Manager

January 1998 – February 2002

Team Supervisor

EDUCATION

      TERTIARY




  1980– 1984





  St. Scholastica’s College

                                                      AB – Hotel and Restaurant Management




      HIGH SCHOOL





  1976 - 1980





  College of the Holy Spirit
PERSONAL DATA:
Date of Birth:



October 11, 1962

Place of Birth:


             Quezon City
Civil Status:


             Married

Citizenship:

       
             Filipino

Height:




 5’2”

Religion:



Catholic

Sex:



             Female

Name of Husband:

             Ricardo S. Santiago
Occupation:


             Mechanical Engineer
Name and Date of Birth 

of Children:                                             Karen Czarina C. Santiago




    August 31, 1987

                                                                Karissa Grace C. Santiago



    March 1, 1989


    Ricardo C. Santiago Jr.



    April 12, 1992

Languages & Dialect

Spoken:

Tagalog and English
CHARACTER REFERENCE:
· Mr. Sridheevan

Managing Director


MENARA KEKAL Sdn. Bhd

+60173263943

· Mr. Jhaze Asuncion
Managing Director

MetroVoices Marketing

09186616739
· Mr. Randy Esteban

General Manager

QFinancials Ltd

     +6329177924918
