
 

 

SYKES ASIA INC. 
 
COMPANY BACKGROUND: 

SYKES is the call center that started it all. Officially recognized as a pioneer in the call center 
industry here in the Philippines, SYKES has shown support for the past 15 years. SYKES supports 
Fortune 500 companies by providing them with exceptional contact management solutions. 
SYKES supports the Filipino community by helping less fortunate children have better access to 
education. Most of all, SYKES supports its employees by giving them the power to choose their 
salary, by providing them with mentoring programs for career growth and by encouraging them 
to pursue their passions.  

With more than 30 years of combined experience, SYKES is a global leader in providing 
customer contact management solutions and services. Our 46,000 employees worldwide service 
Fortune 500 companies from different industries: finance, communications, technology and 
healthcare.   

Now celebrating its 15th year in the Philippines, SYKES has a team of almost 15,000 capable 
and dedicated employees working in different sites to support clients across the globe.  

FINANCIAL SERVICES ASSOCIATES 
For FINRA Registration 

 
A FINRA Registered Associate will provide over-the-phone customer support for clients of a 
multinational banking and financial services company. This financial institution is considered 
one of the largest companies in the US. Transactions will include processing of money 
movement, redemptions, surrenders and trades. The FINRA Registered Associate also be 
required to answer inquiries related to account minimums, paperwork, tax questions and 
website navigation. 
 
What is FINRA? 
The Financial Industry Regulatory Authority, Inc. (FINRA) is dedicated to investor protection 
and market integrity through effective and efficient regulation of the securities industry. 
FINRA is not part of the government. It's an independent, not-for-profit organization authorized 
by Congress to protect America’s investors by making sure the securities industry operates 
fairly and honestly. 
 
Qualifications: 
Preferably a graduate of any 4 year or 2 year course 
Familiarity with computer usage and Internet navigation 
Excellent English communication skills 
Accounting, Finance or Commerce background is an advantage but not required 
Good analytical, problem solving and service skills 
Willingness to work in Shaw Blvd., Mandaluyong City on shifting schedules 
 
Interested to apply? Send your application letter and CV to: hrd@sykes.com 
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MANAGEMENT TRAINEE  

Responsibilities:  
This position shall serve as a key support for the office of the Country Manager for The 
Philippines.  
 
This position assumes the accountability for accurate and timely publishing of key reports with 
high level importance on those that are client facing for various lines of business across the 
Philippines. This position shall also be charged with the planning and execution of key projects 
to be undertaken under the Country Manager which may also entail collaboration with 
operations business units and support groups.  
 
The position may be required from time to time to conduct presentations or prepare 
communications as needed.  
 

  Adherence to SYKES policies on ethics and integrity 

  Validates and ensures 100% accuracy and timeliness of reports as required by the 
Country Manager 

 Identify any reporting errors and follow-up on corrective activity.  

 Closely coordinates with various sites, cross functional groups and client for data 
accuracy and timely publishing of reports. 

  Data Analysis and presentation, as needed.  

 Analyze and provide recommendations on account specific reports whenever 
applicable.  

 Planning and execution of special projects that may be assigned to the post. Be 
responsible for coordination with other key groups such as operations, support groups 
and / or other corporate departments or groups  

 Prepare presentations and / or accompanying communications that may be needed 
with close coordination with the Country Manager and other departments involved. 

 May be required to join key meetings and discussions and will be expected to be an 
active participant and contributor to the discussions. The person may at times be 
required to coordinate or even facilitate certain portions of the discussions or ensure 
that a clear summary of discussions and agreed actions etc are minuted. 

 May perform other additional duties and responsibilities as assigned.  
 

Qualifications: 

 University degree or the equivalent, preferably the candidate should have achieved 
above average to excellent ratings while at university and be with the top scholastic 
ranking. The candidate may have also held a leadership position during his academic 
career ( eg student council posts, head of a club or university organization ) or been 
awarded for accomplishments in his or her chosen field or college.  

 Microsoft Excel (Intermediate to advanced Level) and can understand basic Excel VBA 
programming. 

 Microsoft Word (Intermediate to Advanced) experience in creation of tables formats 
etc. 

 Microsoft PowerPoint (Intermediate to advanced) 



 

 Basic knowledge in Microsoft Access ( Preferred but not required) 

 Experience in working with people on different levels 

 Must have excellent verbal and written communication skills 

 Excellent and proven writing / English / Technical skills and knowledge 

 Proficient with writing reports, business correspondence and presentation materials  

Interested to apply? Send your application letter and CV to: supportgrpsearch@sykes.com 

 

 

SOURCING ASSISTANT 
 
Responsibilities: 
 

 Responsible for marketing employment opportunities for Sykes to potential job seekers 
for both brick and mortar and virtual employment opportunities.   

 This entails both building and executing upon marketing campaigns for referrals, 
rehires, online marketing, traditional marketing methods, and supporting grass roots 
community efforts of the local sites.   

 
Interested to apply? Send your application letter and CV to: supportgrpsearch@sykes.com 

 

 
FRONTDESK/RECEPTIONIST 

Responsibilities: 
 

 Welcomes applicants in the hub showing good customer service 

 Ensures that all hub visitors are there for business purposes 

 Answers, screens and transfers phone call inquiries about job openings, application 
processing, application status, application requirements etc.  

 Supports the recruitment hub operations  

 Coordinates with various support departments 

 Ensures that there is enough supply of Job Offer kits for in the hub 

 Maintain a tracker to show daily walk in stats and other needed information 

 Provide general administrative and clerical support if needed 

 Execute ad hoc task if needed from Recruitment Hub Lead/Manager 
 

Interested to apply? Send your application letter and CV to: supportgrpsearch@sykes.com 
 

 
IT HELPDESK ASSOCIATE 

 
Provide a professional and efficient customer support/service function for all Sykes 
Clients/Account Team across all Sykes Manila Centers to resolve their problems:  

 MS Exchange Server administration: mailboxes, folders, distribution groups, 
calendaring, etc. 

 Avaya PABX administration: authorization code access, etc 
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 Cisco switches administration: change vlan, proxy settings, etc 

 Manages IT Helpdesk Newton Tool for Request and Incident Management within the SLA 

 ATM and PABX (call routing equipment) troubleshooting 

 Network Troubleshooting (internet, intranet, clients tools, Newton tool, etc 

 Server Troubleshooting (MS Exchange, File/Printer, SAV, etc) 

 Basic database troubleshooting 

 Windows OS/Office applications software and hardware troubleshooting 

 Password reset 

 VISP/VPN Connectivity issues 

 Remote user support 

 System account setup, resource access 

 How-to questions (Client Tools, Sykes Tools, Outlook, Office 2000, XP, Windows 98, NT, 
2000, XP, IE, Netscape, Adobe, NAV, Pal, WinZip, etc.) 

 Client Tools connectivity troubleshooting and support (Across all Sykes Manila Sites 
Accounts) 

 WebEx & Videoconference support 

 Printer/fax questions 

 Some system and network monitoring 

 Evaluates, and prioritizes incoming telephone, voice mail, e-mail, chat, and in-person 
requests for IT assistance from users experiencing problems with hardware, software, 
networking, telephony and other computer-related technologies. 

 Handles multiple critical issues.  

 Coordinate closely with the next level of support (i.e. End User Support, 
Administrators, Specialists and Engineers) in resolving issues received thru Helpdesk. 

 Provides first-call resolution (phone) support to users by offering set solutions to 
problems. 

 Logs and tracks calls using problem management database, and maintains history 
records and related problem documentation.  

 Able to efficiently close tickets assigned to Tier 1. 

 Releases IT Helpdesk Advisories for any IT announcements and status updates of any 
issue within the service level set. 

 Responsible to update the customers and end users thru phone, email about the status 
of the issue/request until resolved. 

 Monitors and records the progress and status of all cases to ensure that the committed 
service-level is fulfilled.  

 Familiar and able to support at least 80% of client-specific applications by following 
proper escalation procedures. Coordinates the delivery of required services or solutions 
by a team of technical specialists or systems engineers. 

 Escalate/Report issues, problems to appropriate external vendors, client IT, Sykes 
Service Desk and Sykes Corporate IT. 

 Other similar tasks not otherwise specified 

Interested to apply? Send your application letter and CV to: supportgrpsearch@sykes.com 
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Visit us at any of our Recruitment Hubs and get hired on the spot! 

 

Shaw 

Upper G/F Worldwide Corporate center  

Bldg. Shaw Blvd.  

Mondays to Fridays, 9am-6pm 

 

Makati 

5F Glorietta 1. (Entrance at the G/F beside Payless) 

Ayala Center, Makati City 

Mondays to Fridays, 8am-10pm 

Saturday, 10am-5pm 

 

Quezon City 

3F K-Pointe Bldg. 

23 Gilmore St. corner Aurora Blvd. 

New Manila (LRT Gilmore Station) Quezon City 

Mondays to Fridays, 10am-4pm
 

 


