Godwin Derek Mendez
Catherine Field, NSW 2557
0410761837 mendezgodwinderek@gmail.com

EDUCATION

	Holy Name University – Bohol, Philippines | High School Diploma
	03/2020 
	Victorian Institute of Education – Sydney, Australia | Certificate VI of Ageing 	Support and Diploma in Community Services 
04/2022 till present

PROFESSIONAL SUMMARY

	Experienced Accounting Clerk provides accurate financial reporting, documentation and expense tracking. Adaptable professional with dedicated nature and sound judgment. Personable team player contributes quality effort to office goals. Detail-oriented Assistant. Skilled in account reconciliation, report drafting and collections. Industrious and meticulous with strong history of integrity and reliability. A Call Center professional offering polished communication skills. Brings excellent organizational skills and talent for overcoming customer objections. Self-motivated and true team player. Dedicated Customer Service professional with knowledge of service delivery and proven multitasking abilities. 

	Committed to maintaining professional relationships to increase profitability and drive business results. Knowledgeable and dedicated customer service professional with extensive experience in BPO industry. Solid team player with outgoing, positive demeanor and proven skills in establishing rapport with clients. Motivated to maintain customer satisfaction and contribute to company success. Specialize in quality, speed and process optimization. Articulate, energetic and results-oriented with exemplary passion for developing relationships, cultivating partnerships and growing businesses.


SKILLS
· 
· Upbeat and Positive Personality
· Creative Problem Solving
· Order and Refund Processing
· Multitasking and Prioritization
· Calm and Professional Under Pressure
· Data Entry and Maintenance
· De-escalation Techniques
· Inbound and Outbound Calling
· Call Volume and Quality Metrics
· Record Reconciliation
· Data Analysis
· Financial Recordkeeping
· Accounts Receivable
· Attention to Detail
· Handling Confidential Materials
· General Ledger Management
· Payroll Preparation and Processing



WORK HISTORY
	ACCOUNTING CLERK | 011/2020 to 09/2021
	Dependable Security Agency – Tagbilaran City, Bohol
· Complete the necessary clerical work for accurate accounting practices. I perform general office tasks like organizing and delivering documents, filing reports, updating records and communicating with clients with a focus on financial duties. 
· Able to multi-task and determine priorities to complete tasks as accurately and efficiently as possible.
· Use written and verbal communication skills to ensure that other accounting staff members are able to handle sensitive financial details appropriately and according to schedule.
	CUSTOMER SERVICE ASSOCIATE | 09/2021 to 01/2022
	IBEX Global – Tagbilaran City, Bohol
· Resolved concerns with products or services to help with retention and drive sales.
· Offered advice and assistance to customers, paying attention to special needs or wants.
· Answered customer telephone calls promptly to avoid on-hold wait times.
· Provided information regarding charge accounts and loyalty programs.
· Responded to customer requests for products, services and company information.
· Answered constant flow of customer calls with minimal wait times.
· Developed and actualized customer service initiatives to decrease wait times.
· Maintained customer satisfaction with forward-thinking strategies focused on addressing customer needs and resolving concerns.
· Developed community reputation through commitment to customer satisfaction and strong client relationships.
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