
	


	April rose m. ballenas
 
 
 
Education and Training 
 
Davao Oriental State University formerly Davao Oriental State College of Science and Technology 
Bachelor of Secondary Education major in Technology and Livelihood Education
· Bachelor of Secondary Education major in Technology and Livelihood Education – Banaybanay Davao Oriental, 8208
June 2019
  
Manuel B. Guinez National High School formerly Banaybanay National High School – Banaybanay Davao Oriental, 8208
 
 
 
 
Summary Statement
I am kind, hardworking and a good communicator. I have different areas of experiences; I work as a data verifier, an admin assistant, an online teacher for young and customer services for an elderly.  I enjoy working different types of people most especially serving the elderly since they have more experiences and I can learn with them. And for the fact that I am very close to my grandmother wherein I am the one who taking care of her. I help her to feed and taking a bath. Please get in touch, if you think I could help you.
 
 
 
Work History 
 
Data Verifier, August 2022 – August 2023 
Lyanthe Financial Services  - Davao City, Davao del Sur
· Review invoices submitted by our client’s vendors timely and accurately.
· Meet minimum daily production quota while maintaining a high degree of quality.
· Monitors, coordinates and maintains a variety of records. Extracts information, enters into databases, manipulates it to determine if trends or patterns exist and generates various management reports for use in Government decision making.
· Checks and verifies data by direct comparison with source documents, pointing out discrepancies, and checks or verifies textual material.
· The process of ensuring that data is accurate, complete and consistent.
· Transfer data from hard copy to a digital database.


Admin Assistant, April 2022 – June 2022
COMELEC-Caraga - Caraga, Davao Oriental

· Providing administrative support to management, employees and in some cases, clients and visitors.
· Handling office ad-hoc duties such as answering phones, organizing files, drafting letters and scheduling meetings.
· Maintaining databases and tracking important deadlines.
· Plan meetings and arrangement and arrange conference calls
· Carries out administrative duties such as filing, typing, copying, binding, scanning etc. Completes operational requirements by scheduling and assigning administrative projects and expediting work results.
· Initiate contact with clients by email, letter, or telephone to answer questions or provide information concerning projects.
· Preparing expense reports
· Managing font-end communication with visitors and clients
· Answer and direct phone calls.
· Organize and schedule appointments.
· Take detailed minutes.


Customer Service, October 2021 – January 2022 
iQor- Davao City, Davao del Sur

· Manage large amounts of incoming phone call
· Generate sales leads
· Identify and assess customers’ needs to achieve satisfaction
· Build sustainable relationship and trust with customer accounts through open and interactive communication
· Provide accurate, valid and complete information by using the right methods/tools
· Meet personal/customer service team sales targets and call handling quota
· Handle customer complaints, provide appropriate solutions and alternatives within the limits; follow up to ensure resolution 
· Keep records of customer interactions, process customer accounts and file documents
· Follow communication procedures, guidelines and policies
· Take the extra mile to engage customer
· receiving and processing incoming orders. Moreover, transactions as well as handling order cancellations, product returns, or exchanges.
· Apart from answering questions and resolving issues, the duties of a help desk support specialist may include providing information about a company’s special offerings and upselling related products/services, if appropriate, when engaging with customers.
· Dealing with unhappy customers and handling complaints is an almost inescapable duty of many customer service employees. This applies especially to frontline reps, who are usually the first point of contact for customers. Agents need to be trained for a wide range of customer service soft skills. Such as good listening, clear communication, empathy, ability to use positive language, etc.
· personally follow up with customers to find out how the solution worked for them and take notes of their suggestions on what can be potentially improved. Service teams usually collaborate closely with marketing teams on feedback collection and analysis.
· a solid understanding of how to use them to get the maximum value, usually involved in the development and creation of helpful content for customers and prospects.

Online English Teacher, September 2020 – September 2021
51Talk, Work from Home Set-up
· Effectively manage the ESL classroom and students, including providing clear instructions, delivering effective feedback and providing opportunities for students to practice English communication
· Monitor classroom progress and performance, and inform students’ parents on progress
· Develop ways to engage students, including by implementing original lesson plans and activities; monitoring assessing students’ progress; and addressing individual student needs
· Provide constructive feedback to students, and monitor and adjust lessons and activities as needed
· Maintain classroom and online materials 
· Create and maintain a learning plan for each enrolled student 
· Maintain an online file student record
· Use technology systems to communicate effectively with students, parents, and school officials.

 

rEFERENCE

· Floreinell Manuel
Floreinell.manuel@harbisoncare.org.au
0484190394

· Shiela Mae Sanayan 
Sanayansheilamae@yahoo.com
0420376759

· Krizzia Comia
Krizzia.comia@harbosoncare.org.au
0452289941
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Contact 
Address : 6/46 Throsby Street, Moss Vale, New South Wales
Phone : +61435485576
Email :  aprilroseballenas@gmail.com
 
 
Skills 
· Calm 
· Empathy
· Patience
· Observant
· Flexible
· Compassion
· Written communication
· Verbal communication
· Time management
· Attention to detail
· Identifying strengths and weaknesses.
· Interpersonal Skill
· Strong understanding and comprehension
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