
STACY KATHRYN CHUNG


55 Seukeran Street


San Fernando.


Tel# 653-5211/685-2009


E-mail: stacykchung25@yahoo.com


WORK EXPERIENCE:



2001 – 2002

ADMINISTRATOR – Registry Department



Institute of Education University of London – London



· Handled all incoming applications/queries from prospective MBA /PhD students.

· Answered all incoming calls for the Registry department.

· Organized all bookings for room reservations and amenities such as projectors, videos, and refreshments.

· Scheduled meetings/appointments for the Dean of the Institute on a daily basis.

· Updated student records and examination results on Access.

· Typed all correspondence for the Registry department.

2000 – 2001

CUSTOMER PROVISIONING ASSOCIATE




Viatel Global Communications - London
· Ensured that Reseller’s HPR requests were completed within a timely manner to meet customers’ expectations.

· Logged all correspondence in the respective tracks and distributed them to other team members. 

· Quality Checked service orders raised by other team members to ensure that all data is 100% accurate.

· Answered and logged all incoming calls from internal and external customers.
1997 – 2000

CLERICAL OFFICER – Corporate Sales & Support, South



The Telecommunication Services of Trinidad & Tobago
· Evaluated the telecommunication needs of customers and provided a total solution to fulfill those needs.

· Provided a complete range of support to the Major Account Representatives on assigned accounts.

· Prepared and provided pricing information, quotations and Special Ledger Billing Advices for customers upon request.

· Issued Service Orders for customers’ requests via a computerised Customer Information System (C.I.S)

· Prepared weekly and monthly departmental reports for the Corporate Sales Department upon request.

Continued…

1997 – 2000

CLERICAL OFFICER – Corporate Sales & Support, South



The Telecommunication Services of Trinidad & Tobago 
· Handled requests and queries via incoming calls, correspondence, visits and referrals from supervisors and managers.

· Attended site visits to assigned Corporate Customers.

1996


CASHIER SALES REPRESENTATIVE



Tropical Shoe Shop Ltd
· Provided friendly and efficient service to customers and handled queries and complaints in a professional manner.

· Tracked and recorded stock levels on a regular basis to ensure optimal inventory levels.

· Handled daily sales transactions and accounted for any shortages or surpluses at the end of the day.

EDUCATION:



2002 – 2004 

RBTT ROYTEC




Associate Degree in Business Management
1994 – 1996

PLEASANTVILLE SENIOR COMPREHENSIVE SCHOOL



G.C.E A-Level Subjects:




General Paper






History







Literature



1989 – 1994

HOLY FAITH CONVENT, PENAL



C.X.C O-Level Subjects:




History



Principles of Business







Literature


Geography







Spanish


 Integrated Science






English


Mathematics




CERTIFICATES:


· Customer Service Training and Excellence (Valiant Consultants)

· LAM Selling Skills – Module  (Cable & Wireless)
Continued…
CONTINUING EDUCATION: 

2002-2006

RBTT ROYTEC




Bachelor’s of Business Administration Degree (part-time basis) 

SPECIAL SKILLS:

· Strong analytical and organizational skills.

· Excellent interpersonal skills, phone and office etiquette.

· Typing 55 wpm.

· Working knowledge of the following computer software:

· Microsoft Windows ’98, 2000 and Office XP

· Microsoft Office 2000 and Office XP

· Microsoft Access

· Microsoft Excel

· Microsoft PowerPoint

REFERENCES:
Available upon request

January 30, 2005
Mr. Peter Mohammed
Vice President – Human Resources & Communications
S.M. Jaleel & Company Limited

Otaheite Industrial Estate

South Oropouche.
Dear Mr. Mohammed,

I wish to submit an application for the position of Senior Purchasing Officer, as advertised.
I am presently seeking to join a company that offers opportunities for growth and advancement. I have followed your company for the last few years and have been impressed by your dedication to service and excellence and I would be proud to be a part of S.M. Jaleel’s continued success. 
From my enclosed résumé you will find that my qualifications and experience meet with the requirements. I bring to S.M. Jaleel strong leadership competencies, solid judgment and decision-making abilities. I am also young, energetic, and committed to achieving corporate goals.

I would be very happy to attend an interview if you so wish and I can be contacted at 685-2009 or 653-5211.
Sincerely

Stacy Kathryn Chung

