Curriculum vitae
Of
Gaylene Phillips



Surname				:	Phillips
Name					:	Gaylene Dawn
Date of Birth			:	25/10/1982
Address				:	Unit 50
	Flora Villas
	Florida Lake
	1709

Contact numbers			:	Cell		: 0842280029
						Home		: 011 674 5294

Gender				:	Female
Marital status			:	Single
Dependants				:	02
Home language			:	English

Institution				:	Florida Park High School


Highest Standard Achieved	:	Matric



Employment	 History


Company		:	Absa Contact Centre
Division		:	Absa Vehicle & Asset Finance
Period		:	July 2003 to June 2006
Duties		:	Client Services		
· Balance enquiries
· Requesting:statements,contracts,vehicle registration documents
· Detailed account enquiries
· Faxing ,emailing documentation
· Statement enquiries
		
Division		:	Portfolio Collections
Duties		:	Credit control					
· General Account enquiries	
· Loading once off debit orders
· Educating	clients	regarding accounts
· Making payment arrangements
· Diarising accounts
· Changing and updating clients details	
  			
	
Reason for leaving 	:	Opportunities to better my skills 		 		        				and knowledge.

Contact Person		:	Gesina Swanepoel
Contact Number		:	011	223	6000





Current Employment

Company		:	Telesure Group Services
Duties		:	Insurance Advisor
· Assist clients
· Register claims
· Up sell on policies
· Update client information 
· Request documentation     
· Assist with payment queries   	                                                                                                                                                                    
· Retaining of clients
· Requesting letter (i.e. border letters, tax certificates..)

Contact Person	:	Desagen Moodley
Contact Number	:	011	489	4000


