
 

C O N T A C T 

      (043) 433-04-34 

      +639566049411 

     Alisanco st. Sampaloc Rd.   brgy. Sta. 

Monica Puerto Princesa City , Palawan 

5300 

     amd.peterson06@gmail.com 

     live:amd.peterson06 

      www.linkedin.com/in/anna-

margarita-peterson-biolena-

9645ab101 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A B O U T   M E 

I have been in the Business Process 

Outsourcing industry since 2010. I'm 

confident in my ability to make anything 

I put my mind into.  I have a passion for 

excellence. I work positively and 

efficiently. Extremely motivated to 

constantly develop my skills and grow 

professionally. I am an enthusiastic, 

highly motivated person who pays great 

attention to details. 

V I R T U A L      A S S I S T A N T     S K I L L S 
• Flexible Administrative Skills 

• Database management 

• Design and Layout Marketing Materials 

• Internet Research 

• Prepare Presentations 

• Basic photo editing 

• File organization  

• Expertise in Google products, Microsoft offices and 

other Virtual Assistant software tools 

 

C U S T O M E R   S E R V I C E , 

T E C H   S U P  P O R T   & 

S A L E S   R E P R E S E N T A T I V E    S K I L L S 
• Clear Phone, Email and Live Chat Communication 

• Situation Evaluation and Attentiveness 

• Empathy Ability 

• Persuasion Skills 

• Time Management and Flexibility 

• Closing Ability 

• Troubleshooting 

• Determines eligibility by comparing client information to 
requirements. 

• Informs clients by explaining procedures; answering 
questions; providing information. 

C R E A T I V E   S K I L L S  

• Designed marketing collaterals for businesses 

• Mobile Photography 

• Layout designs 

 

mailto:amd.peterson06@gmail.com


I N T E R E S T 

 

 

 

 

 

E D U C A T I O N  

Graduate of Bachelor of Science in Business 
Administration, major in Marketing Management 
Philippine School of Business Administration, 2013 

 

 

 

 

 

S P E C I A L I Z A T I O N  
 

• Complaint Handling 

• Multi-tasking 

• Troubleshooting 

• Conflict Resolution 

• Data Entry 

• Records Management 

• Policy or Account Changes 

• Maintains an accurate shift report 

• Creates layout from scratch 
 

 

P E R S O N A L I T Y   H I G H L I G H T S  
 

• Cheerful disposition 

• Neat and well-organized 

• Motivated by problem solving 

• Independent worker 

• Works well with deadlines 

A P P L I C A T I O N   &   T O O L S 
 

Microsoft & Google 

 

Canva 

 

Adobe Photoshop 

 

Email & Chat 

Software tools 

 

 

Business Apps & 

Digital Storage 

 

Communication 

 
 

 

 

 

 

 

 

  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

D I S C    P E R S O N A L I T Y 



• Assist patients with refilling their orders 

• Assist patients with their inquiries 

• Assist with special projects and any other 

duties as assigned by manager. 

 
 

AJT Diabetic Countrywide Medical | January 2019 to current 

 
 

PATIENT ENROLLMENT 

ASSOCIATE 

 
 

• Assist user with access in MasterCardConnect.com using RSA 

SecurID and password 

• Application Trouble Shooting 

• Handled Inbound, Outbound, Chat and E-mail inquiries of 

Issuers 
 

MasterCard Connect | May 2016 to March 2017 
 
 

 

TECHNICAL SUPPORT ASSOCIATE 

(CUSTOMER OPERATIONS SERVICE) 
 
 

• create training materials 

• Very good telephone etiquette 

• Able to resolve all complaints of customer 
 
 

1800-Flowers.com | 2010 to 2012 
 
 

SUBJECT MATTER EXPERT, SALES 

REPRESENTATIVE AND CUSTOMER SERVICE 
 
 

Arriva Medical an Alere Company Philippines | December 2013 

 to January 2015 
 
 

SALES, REORDER, PATIENT ENROLLMENT REPRESENTATIVE 
 

 
 

• Assist patients with refilling their orders 

• Assist with special projects and any other duties as 

assigned by manager. 

• Assist patients with their inquiries 
 

 

W O R K   E X P E R I E N C E S 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Shakey’s Pizza Parlor | July 2017 to March 2019 
 
 

RESTAURANT FINANCE OFFICER & SHIFT MANAGER 

 

 

 
• Developing an in-depth knowledge of organizational 

products and process 

• Being a key point of contact for other departments 

on financial and accounting matters 

• Reconciling daily, monthly and yearly transactions. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



I N T E R N E T   S P E E D   T E S T   R E S U L T  

 

 

 

 

 

 

 

 

 

 

D E S K T O P   S Y S T E M   R E Q U I R E M E N T S  

 

 

 

 

 



B A C K U P     I N T E R N E T   S E R V I C E   &    G E N E R A T O R 

 

 


