
Sales 

Customer Service

eCommerce

Social Media Management

Copywriting

SEO 

Lead Generation

Internet Research

Email Management

Data Entry

S K I L L S  

�  A dedicated, resourceful and dynamic professional with

customer service experience and a successful background in the

brokerage and Life/Annuities insurance industry (BPO/Call

Center) which can be fully utilized for providing a cutting-edge to

the business.  

�  Hardworking with excellent attendance and punctuality

records who can work equally well alone or as part of a team. 

P R O F I L E

E X P E R I E N C E

E D U C A T I O N  

A S S I S T A N T  M A N A G E R  

Do cold calling for an open enrollment for healthcare 
Takes inbound calls for inquiries about health insurance 
Set an appointment with Financial Advisors     
Set an appointment with clients   
Update Zoho CRM (Customer Relationship Management) 
Provide Insurance quotes using quotit and other quoting sites 

Assist CSRs with problems they encountered while on a call  
Takes escalated calls from clients/Financial Advisors 
Address escalated customer questions and concerns. 
Monitor call  center agent’s calls to ensure that were following
the guidelines they learned in training & receiving a score of
100% 
Manage Quality Assurance 
Provide one on one coaching  
Conduct team huddles to discuss updates and opportunities 
Conduct training and refresher courses 

E X L  S E R V I C E  P H I L .  I N C     |    A P R  2 0 1 3   -   A U G   2 0 1 7  

V I R T U A L  A S S I S T A N T

S O U T H W E S T E R N  B E N E F I T  D E S I G N E R S     |    J U L   2 0 1 7   -   J A N
2 0 1 8  ( P R O J E C T  B A S E D )  

W E S T E R N  M I N D A N A O  S T A T E  U N I V E R S I T Y     |    2 0 0 0   -  2 0 0 4  

B A C H E L O R  O F   S C I E N C E  I N  N U R S I N G  

T R A I N I N G S

G A R R I S O N

H A D J I

F A I Z A L

A D M I N I S T R A T I V E  V I R T U A L  
A S S I S T A N T

S K Y P E :  G J H A D J I F A I Z A L  

F A C E B O O K :    

/ M V A . G A R R I S O N . H A D J I F A I Z A L  

I N S T A G R A M :  @ M V A . G A R R I S O N

S O C I A L  M E D I A

+ 6 3  9 0 8  8 1 0  1 8 3 6  

G J H A D J I F A I Z A L @ G M A I L . C O M  

C O N T A C T

F I L I P I N O  V I R T U A L  A S S I S T A N C E

J A N  2 0 1 8  

E C O M M E R C E  U N I V E R S I T Y

D E C  2 0 1 7


