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MA. AIYESHA T. BINAMERA
Permanent/Resedential Address: Blk21 Lot21 Phase 2, Deca Homes, Langon Vista, Cararayan, Naga City, Camarines Sur, Philippines, 4400
Contact Number: 09273761055


OBJECTIVE:
Dedicated and versatile professional with a background in customer service, law firm support, and virtual assistance, seeking a challenging role that leverages my diverse skill set. Proven ability to deliver exceptional customer experiences through effective communication and problem-solving. Experienced in providing administrative support to legal professionals, managing caseloads, and ensuring smooth office operations. Adept at leveraging technology and digital tools as a virtual assistant to optimize workflows and enhance organizational efficiency. Eager to contribute my unique blend of skills and experience to a dynamic team, where my commitment to excellence and adaptability will drive success in a collaborative work environment.


PERSONAL DATA:
Date of birth:						October 5, 2002
Place of birth:					Naga City, Camarines Sur
Age:							22 years old
Sex: 							Female
Nationality:						Filipino
Religion:						Roman Catholic


WORK EXPERIENCE:                         
Atty. Romeo S. Tayo Law Office
Assistant Secretary
August 2018 - February 2021
- Proof documents and submit to attorney to review.
- Composed and revised legal documents including letters, depositions and 
court documents.
- Processes and distributed invoices bill to clients.
- Assisted in the preparation of engagement letter.
- Photocopied all correspondence, documents and other printed materials.
- Drafted and typed grammatically correct documents.

iQor Philippines (Voice Support)
Call Center Agent - 1800 Flowers
April 13, 2021 - August 13, 2021 (4months contract)
- Resolved costumer and vendor issues quickly.
- Worked with manufacturers and vendors to answer costumers questions and 
   orders.
- Employed elevated listening skills to soothe costumer irritation.

Sutherland Global
Call Center Agent - Viator (Chat, Email, Voice Support)
January 10, 2022 - May 18, 2022
         - Booking the member wants to travel.
         - Answering calls to modify, cancel or amend the customers travel booked.

Inspiro Philippines (Voice Support)
Customer Service Representative - 1800-Flowers.com
November 24, 2022 - February 14, 2023 (3months contract)
- Resolved costumer and vendor issues quickly.
- Worked with manufacturers and vendors to answer costumers questions and 
   orders.
- Employed elevated listening skills to soothe costumer irritation.

Quantrics Enterprises (Voice Support)
Customer Service Representative - Virgin Serve to Sell
June 14, 2022 - June 14, 2023
         - Resolving all the queries of the member about billing.
         - Booking an appointment for home internet line and virgin television.
         - Processing hardware upgrade if the member want a new phone.

Virtual Assistant
Social Media Manager
July 2, 2023 - December 22, 2023
	- Posting on social media of the client
	- Editing what to post on a client’s platform
	- Scheduling the client’s poster

EDUCATIONAL BACKROUND:

Senior High
	Humanities and Social Sciences
	Cararayan National High School
	Cararayan, Naga City
2019-2021
Secondary 
	Universidad de Sta. Isabel
	Elias Angeles St., Jacob, Naga City
	2015-2019
Primary 
	Naga Central School II
	Jacob, Peñafrancia Avenue, Naga City
	2009-2015

SKILLS AND ASSETS 

Problem solving and critical thinking.
Communication.
The ability to influence others through reasoned argument.
Respect for hierarchy.
Resilience.
The ability to work collaboratively.
Leadership.
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