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CANDANO-LAPITAN, MAEBEL
Objective: To engage in a career that will make full use of my acquired skills and knowledge preferably in the fields of teaching and writing.

Contact Info

Address
: 16224 Salvatorre 2, Spazio Bernardo, Champaca St., Sauyo, Quezon City, 1104 National Capital Reg, Philippines

Telephone No.

: 63-02-3550328

Mobile No. 

: 09266585706

Email


: maebel_candano@yahoo.com

Personal Particulars

Age


: 30
Date of Birth

: 18 Oct 1978

Nationality

: Philippines

Gender


: Female

Tax Card No.

: 157-702-426-000               

Permanent Residence
: Philippines

Educational Background


Post Graduate Diploma / Master's Degree

Field of Study

: Education/Teaching/Training
Major


: Education

Institute/University
: Ateneo de Manila University, Philippines

Grade


: Incomplete

Graduation Date
: Oct 2007


Bachelor's/College Degree 
Field of Study

: Linguistics/Languages
Major


: Creative Writing
Institute/University
: University of the Philippines, Philippines

CGPA


: 2/100

Graduation Date
: Apr 2002

Employment History


CONVERGYS-Commonwealth
Position Title
: Senior Quality Evaluator
Position Level
:  4-5 Yrs Experienced Employee

Specialization
: Customer Service

Industry

: Call Center / IT-Enabled Services / BPO

Duration
: Apr 2005 - Present

Work Description: 
RESPONSIBILITIES:
* Sample and evaluate end-user transactions (i.e. telephone calls, e-mails, web fulfillment, etc) for accuracy and conformance to Quality standards.

* Report results of evaluations to appropriate Quality/Operations stakeholders (Quality Leadership Supervisor and Account Management) on a weekly and monthly basis.

* Achieve departmental productivity requirements (e.g. number of calls monitored and emails evaluated, etc.)

* Facilitate and/or participate in calibration sessions with Quality Leadership staff, Account personnel and Clients. Facilitate remote call monitoring sessions as needed.

* Maintain forms and definition documents.

* Participate in performance improving task forces with Account Management and clients.

* Participate in internal quality audits (e.g. periodic audits of all key customer related processes to determine process control and efficiencies) and recommend changes.

* Demonstrate mastery and comprehension of client's quality standards. Facilitate program specific internal calibration sessions.

* Ability to transition between program call types, Inbound/Outbound, as needed.

* Support management focus on review of key drivers, metrics and operational processes (including training) that drive Balanced Scorecard and account profitability goals.
EXPERIENCES GAINED:

* Customer service experience

* Good team player and multi-tasking capabilities.

* Proven initiative and ability to work with minimal supervision.

* Excellent organizational and motivational skills.

* Knowledge of Internet and satellite digital programming.

REASONS FOR LEAVING:

* Seek for better career advancement opportunities and exposure.

* To practice my teaching and training skills.


Claret School of Quezon City
Position Title
: Highschool Faculty
Position Level
: Fresh Grad / Less than 1 Year

Specialization
: Education

Industry

: Education

Duration
: Jun 2004 - May 2005

Work Description: 
* Adviser for one 2nd year section in highschool.
* Teaches Filipino to highschool students.

* Conducts activities, Inter-school meets, etc. for   Volleyball Club members.

* Club Moderator for Volleyball.

PLDT ( ePLDT/Vocativ)
Position Title
: Port Resolution Specialist
Position Level
:  1-4 Yrs Experienced Employee

Specialization
: Customer Service

Industry

: Telecommunication

Duration
: Sep 2003 - Feb 2004

Work Description: 
* Provides excellent service to clients and customers.


Xavier School
Position Title
: Faculty
Position Level
: Fresh Grad / Less than 1 Year

Specialization
: Education

Industry

: Education

Duration
: Jun 2002 - Mar 2003
Work Description: 
* Teaches Filipino to highschool students.


ALSH Tutorial & Review System
Position Title
: Senior Tutor/Lecturer
Position Level
:  1-4 Yrs Experienced Employee

Specialization
: Education

Industry

: Education

Duration
: Jun 1999 - Mar 2002

Work Description: 
RECRUITMENT SPECIALIST

* Conducts initial/final interviews for applicants.

* Facilitates examinations for applicants.

* Prepares cash vouchers and handles tutorial schedules.

* Designs advertisements such as flyers, posters and pamphlets.

SENIOR TUTOR/LECTURER

* Teaches Filipino, Araling Panlipunan and Biology to elementary and highschool students.

* Produces examination materials.

* Facilitates entrance exam reviews as Filipino and English lecturer.

MARKETING OFFICER

* Deals with clients.

* Designs advertisements such as flyers and pamphlets.

* Representative to Region 5 for the expansion of the company.

University of the Philippines Integrated School (UPIS)
Position Title
: Volleyball Coach
Position Level
:  1-4 Yrs Experienced Employee

Specialization
: Education

Industry

: Education

Duration
: Jun 1998 - Mar 2002

Work Description: 
* Trains the highschool and elementary volleyball teams for leagues such as UAAP, Milo Inter-school, PAVA and Dual meet.

Top Skills

(Proficiency: Advanced - Highly experienced; Intermediate - Familiar with all the basic functionalities; Beginner - Just started using or learning the skill)

	Skill
	Years
	Proficiency

	MS Word
	>5
	Advanced

	MS Powerpoint
	>5
	Advanced

	wrtiting short stories
	>5
	Advanced

	tutoring
	>5
	Advanced

	coaching
	4
	Advanced

	Voice Talent
	4
	Advanced

	lecturer
	>5
	Intermediate

	MS Excel
	5
	Intermediate

	marketing personnel
	5
	Intermediate


Languages
(Proficiency: 0=Poor - 10=Excellent)
	Language
	Spoken
	Written

	Filipino
	10
	10

	English
	9
	9

	Spanish
	5
	5

	Korean
	5
	5


Other Languages
Bicol, spoken:9,written:9 
SEMINARS ATTENDED
STRESS MANAGEMENT

Claret School of QC, June 4, 2004

TEACHING: A VOCATION AND THE NOBLEST PROFESSION

Claret School of QC, May 28, 2004

BIBLE APPRECIATION

Claret School of QC, May 27,2004

REFRESHER COURSE IN ENGLISH

Claret School of QC, May 27, 2004

TOUCH MAGIC: A CREATIVE TEACHER, A CREATIVE LEARNER

Claret School of QC, May 25, 2004

PERSONAL AND PROFESSIONAL PRODUCTIVITY

Claret School of QC, May 21, 2004

COUNSELING TODAYS ADOLESCENTS

Claret School of QC, May 18, 2004

HARRY WONG SERIES "Effective Teacher"

Xavier School, Greenhills, San Juan. June - July 2002

Interests and Activities: Teaching children, reading, writing literary pieces, playing volleyball, coaching, singing
Miscellaneous

Expected Monthly Salary
: -
Willing to Travel


: Heavy (>50%)

Willing to Relocate

: Will Consider

Possess Own Transport

: Yes
Personal Strengths: 
I know how to compartmentalize myself from personal life and work. I am hardworking, focus, efficient person and can definitely work with a group.
References
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