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KHEIL P. CORONEL

3145 Int.2 Pilar St. Tondo, Manila
Contact Number: +639052941485 / +639052835815
Coronel.kheil@yahoo.com.sg
Skype: kheil.coronel


OBJECTIVE

A highly-organized and motivated administrative professional with extensive experience and expertise in Technical support and Customer Service. Reputation for meticulous attention to detail, accuracy, and follow through combined with proven abilities to handle highly confidential information.
SUMMARY OF QUALIFICATIONS

· Experience in handling customers on their technical concerns and inquires
· Handles both local and international accounts.

· Extensive computer knowledge including use of Windows and Windows-based applications.

· Dedication and drive as a hard-working individual.

· Highly organized and detail oriented.

· Good team player.

· Ability to manage multiple tasks in a pressured environment
· Account Management

PROFESSIONAL EXPERIENCE

Company:

WEST CONTACT SERVICES INC.

Period Covered:
December 14, 2015 to Present
Job Title:

Technical Support Representative / Customer Support Representative
FRONTIER COMMUNICATION

Providing technical assistance for customer’s who’s having issue with their Frontier service. Troubleshooting phone service, running line check and setting up technician visit if the customer’s problem is not resolve over the phone. Providing important information on the customer’s bill. Explain charges they’re getting on their service and break-down of the charges for their monthly charges and usage. Process necessary adjustment on the bill if customer has issue or dispute on their bill.

Providing floor support for the account if agents have questions and processes that needs to be made if agents can’t process it on their end. Also assigned as a workforce for Queue monitoring and receiving calls for agents who’s going to be late or absent.
Company:

CONVERGYS

Period Covered:
August 11, 2014 to September 25, 2015

Job Title:

Technical Support Representative
AT&T (UVERSE)


Responsible for assisting AT&T customer on their questions and inquiries about the AT&T Uverse services. (INTERNET, CABLE TV and LANDLINE SERVICE). Helping customers on their technical concerns such as setting up their cable TV connection service, Landline connection and setting up the connection of internet on their devices like PC, Tablets and smart phones thru wireless network or even Ethernet cable connection. 
Giving instructions thru phone to set up the Modem/Router as well as their cable boxes if it’s are a new customer. Setting up the email server for the customer so they can send and receiver emails on their devices. Providing basic bill information if customers have questions and disputes.
Company: 

AEGIS PHILIPPINES
Period Covered:
March 2013 – April 2014
Job Title:

Travel Consultant
EGENCIA (Expedia Corporate Travel)
Responsible for helping others book flights, secure hotel reservations and arrange car reservation. working primarily with corporations arranging business trips. main job is to ensure that all aspects of client's business travel are seamlessly arranged. Often called upon to make recommendations when it comes to travel vendors and location highlights. Also responsible for changing and cancelling flight reservation, rescheduling missed flights, remedying problems, and resolving scheduling conflicts. Offer lower prices than individuals could find on their own. Also able to negotiate directly with hotels, airlines, and others for lower-than-advertised rates.    
-Deep knowledge on Global Distribution Systems (SABRE and WORLDSPAN) in terms of searching availability, constructing fare and exchanges. 

Company:

Pilipinas Teleserv Inc.

Period Covered:
July 2011 – February 2013
Job Title:

Customer Support / Technical Support Representative

Globe Telecom
Responsible for assisting globe subscriber on their queries and concerns.
Providing excellent and quality service to each customers. Maintaining harmonious and caring relationship to the customer to repeat business with them.

TRAINING EXPERIENCE

Educational Setting:

MAPUA INSTITUTE OF TECHNOLOGY (Guidance Center)

             Intramuros, Manila

             June 18, 2010 – September 9, 2010

Industrial Setting:

CONVERGYS PHILIPPINES SERVICES CORPORATION (HR Operations Department)

             San Lazaro Tayuman, Manila


             January 18, 2011 – February 25, 2011

Clinical Setting:

MOTHER THERESA’S HOME THAT CARE INC. (Psychiatric-neuro ward)

             Mandaluyong city

             November 11, 2010 – December 6, 2010

EDUCATIONAL QUALIFICATIONS

· Bachelor of Science in BS Psychology, Universidad de Manila,  Arroceros Manila, Philippines

PERSONAL PARTICULARS

· Date of Birth: 19th October 1990

· Languages Known: English and Tagalog

· Pass Port No.: EB8115069
