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FERNANDO V. CARLOS

27 ISAIAH ST SACRED HEART VILLAGE

NOVALICHES, QUEZON CITY, PHILIPPINES 1118
Personal Background


AGE:

30 years old
SEX:
Male





BIRTHDAY: 
June 22, 1978
STATUS: Married



CITIZENSHIP:
Filipino

LANGUAGE PROFICIENCY: English and Filipino


WEIGHT:
180 lbs.


HEIGHT:
5'5





Educational Background

1995-2000


Bachelor of  Science in Commerce Major in  Management






Centro Escolar University





Mendiola, Manila Philippines

1991-1995


School of Saint Anthony






Lagro Novaliches, Quezon City Philippines

1988-1991


School of Saint Anthony






Lagro Novaliches, Quezon City Philippines

Work Experience/ In-House Training

May 2007- July 2007


Sysgen Outsource Incorporated






Unit 51st  Legaspi Suites 






178 Salcedo St. Legaspi Village,






Makati City Philippines






Program Operations Officer / Operations Manager






Duties and Responsibilities

· In charge of overall operations.

· Reports directly to the president of the company.

· Plan, develop and implement strategy for operational management and development to meet agreed organizational performance plans within agreed budgets and timelines.

· Responsible for overseeing operational requirements of the business which includes, but is not limited to meeting Service Level Agreements, generating new business through client-coordination, maintenance and growth of revenue and managing the performance of assigned staff.

· Makes judgments, recommendations, and decisions regarding various options and legal issues involved in the implementation of Company policies and procedures.

· Knowledgeable in account management and client coordination. Able to understand client's issues, concerns and resolving them in due time.

· Reinforces policies and procedures and makes necessary recommendations to improve operation.

· Deals with the clients of the company.

· Consolidates required reports and ensures their timely submission

· Learns and maintains extensive knowledge of client philosophy and service processes to ensure quality customer service

Reason for Leaving:

Suspended its call center operations due to lack of funds.

November 2006-May 2007                             Acquire Asia Pacific

                                                                        7th Flr. Hanston Bldg.

                                                                        Emerald Av. Ortigas, Pasig City Philippines

                                                                        Team Manager

Duties and Responsibilities

· Clients are from Australia (TELCO). 

· Handles 25-30 people per team. 3 teams

· Promotes professional and personal development of individual team members by administering performance evaluations, training needs, progressive corrective actions, and career opportunity programs.

· Administers proper and appropriate coaching, reinforcing and counseling procedures to ensure maximum productivity

· Makes judgments, recommendations, and decisions regarding various options and legal issues involved in the implementation of Company policies and procedures.

· Reinforces policies and procedures and makes necessary recommendations to improve operations

· Provides advanced troubleshooting and extensive research to resolve issues regarding products and customer inquiries.

· Consolidates management reports pertaining to Operations and ensures their timely submission

Reason for Leaving:
Resigned

March 2006-August 2006


Topline Communication Incorporated






31st  flr. Wynsum  Corporate Plaza






Emerald Ave,Ortigas Center Pasig City Philippines






Shift Manager

 Duties and Responsibilities

· Clients are from United States of America.

· Plan, develop and implement strategy for operational management and development to meet agreed organizational performance plans within agreed budgets and timelines.

· Responsible for overseeing operational requirements of the business which includes, but is not limited to meeting Service Level Agreements, generating new business through client-coordination, maintenance and growth of revenue and managing the performance of assigned staff.

· Knowledgeable in account management and client coordination. Able to understand client's issues, concerns and resolving them in due time.

· Initiates calls under direct supervision, to potential customers to sell products or provide services, information, and/or conducts surveys.

· Understands product and is able to apply that knowledge.

· Gathers accurate documentation efficiently.

· Follows established policies and procedures on selling techniques, customer relations and system documentation, including following a script and attempting to overcome objections by the customer. 

· Uses support materials to respond customers.

· Enters customer responses into the customer system.

· Adheres to all policies, practices, and standards of the Company and 
our clients to ensure good order and discipline on the production floor.

· Monitor agents that are newly hired.

· Overall in charge of operations.

· Side by side coaching with newly hired agents.

Reason for Leaving:

Closed Business

September 2000- February 2006

Software Ventures International Connect






Orient Square Bldg. Emerald Avenue 

Ortigas Center Pasig City Philippines




     
Operations Manager / Client Services Manager

Duties and Responsibilities

· Clients are from United Kingdom and United States of America.

· Overall in charge of operations.

· Plan, develop and implement strategy for operational management and development to meet agreed organizational performance plans within agreed budgets and timelines.

· Responsible for overseeing operational requirements of the business which includes, but is not limited to meeting Service Level Agreements, generating new business through client-coordination, maintenance and growth of revenue and managing the performance of assigned staff.

· Knowledgeable in account management and client coordination. Able to understand client's issues, concerns and resolving them in due time.

· Initiates call under direct supervision, to potential customers to sell products or provide services, information, and/or conducts surveys and collect data.

· Understands product and is able to apply that knowledge.

· Gathers accurate documentation efficiently.

· Follows established policies and procedures on selling techniques, customer relations and system documentation, including following a script and attempting to overcome objections by the customer.

· Uses support materials to respond customers.

· Enters customer responses into the customer system.

· Adheres to all policies, practices, and standards of the Company and 
our clients to ensure good order and discipline on the production floor.

· Monitor agents that are newly hired.

· Handles 12-15 agents or 10-12 teams. 150 -180 FTE’s.

· Act as a liaison between the clients and the company.

Reason for Leaving:

Acquired by a different company. Transitioned to my second company.

November 1999- January  2000

National Power Corporation

Manila, Metro Manila Philippines

Finance Assistant           

Duties:

a) Prepared updated list of retiree employees and review benefits 
granted based on company requirements.

b) Updated payroll register proof list.

c) Generated employees' certificates of Government Service Insurance 
System (GSIS) contributions.

d) In-charged of reporting and remittance of GSIS loans.

e) Kept an orderly filing system of disbursement vouchers, subsidiary 
ledgers and other reports.

f) Other special duties that may be assigned from time to time.

Accomplishment:

a) No complaints from employees who requested certificate of GSIS 
contributions.

b) Accurate and timely submission of reporting requirements to GSIS, 
retirees and payroll register proof list.

c) Orderly filing and document control system.

Reason for leaving:

Completed 200 hours of on the job training  

Special Skills

Computer literate and driving

Character References


Rolando Bermas


CPA/ Bank Officer


Central Bank of the Philippines


Telephone Number: (632) 5235762/ 09063078553

Freddie Aquino

Owner

Freddie’s Tire Supply

Evangelista st, Brgy. Bangkal, Makati Philippines

Telephone Number: (632) 8880394/ 09189381741

Michelle Mondia

Call Center Sales Trainer

Acquire Asia Pacific Inc.

Telephone Number: 09175364824

