JOANA JESSA P. CASICAS
Quezon City, Philippines | +63 9394398496
casicasjjp@gmail.com
PROFESSIONAL OBJECTIVE
Detail-oriented and highly organized professional with a strong background in customer service, technical support, and event coordination. Seeking a Virtual Assistant position to leverage extensive experience in administrative support, digital tools, and multi-tasking to enhance operational efficiency for remote teams.
KEY VIRTUAL ASSISTANT ABILITIES
Administrative Support: Proven expertise in office procedures, filing, and managing confidential paperwork.
Digital Proficiency: Advanced skills in Microsoft Office Suite (Word, Excel, Access, PowerPoint) and Outlook Express.
Technical Aptitude: Background in Computer Science with practical experience in Adobe Photoshop and Flash.
Customer Engagement: Multi-channel experience (Chat, Email, Phone) in dispute resolution and technical support.
Project Management: Demonstrated leadership as a Project Head and Coordinator for large-scale events.
WORK EXPERIENCE
Banking Finance Advisor
HSBC Philippines | Feb 2017 – Sept 2018
Provided specialized financial advisory services within a high-stakes banking environment.
Customer Service Associate (Technical & Kindle Support)
Concentrix Philippines | Aug 2015 – Jan 2017
Managed multi-channel support (Chat, Email, Phone) for Echo Technical Support and Kindle Care.
Resolved complex customer inquiries while maintaining high satisfaction ratings.
Relation Manager - Dispute Advisor
Expert Global Solution (Barclaycard US) | Jan 2015 – July 2015
Handled sensitive financial disputes and documentation with high accuracy.
Sales & Marketing Coordinator / Events Organizer
Worldbex Services International | Apr 2012 – Apr 2014
Project Head: Led the "Treats for Tots" initiative (Dec 2013).
Assistant Project Head: Coordinated the 7th Manila Foods and Beverages Expo (June 2013).
EDUCATION
Bachelor of Science in Computer Science
Far Eastern University (FEU-FERN Diliman) | 2007 – 2011
TECHNICAL CERTIFICATIONS
Adobe Photoshop (Advanced & Intermediate Workshops)
Flash Micromedia - sisteMATIC Asia
Emerging Technology Certification - sisteMATIC Asia
