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	Objective
	To secure a position in an established organization that offers a professional working environment and enables me to grow while meeting the company’s goals.

	

	

	Professional Experience
	Arvato Bertelsmann

Billing Analyst
· Review and set up contracts monthly in the billing system.
· Audit various products to verify all billing are valid and reconciled
· Ensure month end close is performed within the SLA's requirements
· Ensures appropriate controls are in place related to the activities of invoice processing to ensure data and distribution errors and duplicate payments are prevented

Manulife Business Processing Services

Medical Claims Adjudicator

· Accurate payment of claims data into claims payment system

· Application of contract provision and administrative practices to determine eligibility of claims submitted

· Accurately analyze and adjudicate claims through research and investigation of all health documentation submitted

· Ensure efficient and accurate decisions are made while meeting the service, quality and quantity standards set by management

Arvato Bertelsmann

Data Entry Processing Agent 

· Inputting information into spreadsheets
· Supporting all payment inquiries regarding charges and refund statuses
· Data upload into various financial planning systems

· Customer Service Duties as requested

· Run and update reports at the required time and process accordingly

Infinit Outsourcing Inc.
Senior Data Specialist – Logistics Support Services

· Answer both internal and external questions regarding invoicing.
· Review the invoices to ensure that clients are billed accurately.
· Secure shipment updates from internet research and/or call outs to carriers.

Update and complete the status of shipment through client system.

- Escalate issues and incomplete records to client. 

- Responsible for tracking and tracing all inbound and outbound         freights to ensure on time deliveries via carrier website (E.g. FedEx, UPS)

- Responsible for calling truckload and rail carriers throughout US and Canada to ensure on time pick up and deliveries are met by all carriers

· Responsible for checking invoice details and data entries.

Sykes Asia Inc.

Customer Service Representative – Office Depot

· Provides assistance in placing an order, setting up new account and closing an account.

· Responsible for product information inquiries and account billing inquiries.

· Responsible for updating customer information such as editing primary address and billing information.

· Monitors delivery tracking.

· Effective Business Correspondence
Infinit Outsourcing, Inc., Makati City
November 2010

· 2nd Philippine Nursing Opportunities Conference & Expo 2008

SM Megamall, Mandaluyong City

April 2008

· Updates in Nursing Jurisprudence

Dr. Jose N. Rodriquez Memorial Hospital, Caloocan City

       May 2007

· Fundamentals and Applications of Statistics

University of the Philippines, Quezon City

August 2005

· Data Encoder – Local Healthcare Insurance Services
Infinit Outsourcing, Inc., Makati City
November 2009

· Passed, Philippine Nursing Licensure Examination (November 2007)

       License No. 0484506


	September 2013 –February 2015
April 2013 –Aug 2013
October 2012 – January 2013

November 2009 – May 2012

February 2008– Aug 2008

	

	Seminars 

Attended


	· Effective Business Correspondence
Infinit Outsourcing, Inc., Makati City
November 2010

· 2nd Philippine Nursing Opportunities Conference & Expo 2008

SM Megamall, Mandaluyong City

April 2008

· Updates in Nursing Jurisprudence

Dr. Jose N. Rodriquez Memorial Hospital, Caloocan City

May 2007

	Training

Licensure
	· Fundamentals and Applications of Statistics

University of the Philippines, Quezon City

August 2005

· Data Encoder – Local Healthcare Insurance Services
Infinit Outsourcing, Inc., Makati City
November 2009

· Passed, Philippine Nursing Licensure Examination (November 2007)

License No. 0484506

	

	Skills
	· Strong English, written and oral communication skills

· Highly organized and with excellent multi-tasking skills

· Ability to prioritize activities effectively

· Proactive, motivated, detail oriented and driven to achieve objectives

· Knowledgeable in MS Word, Excel and PowerPoint, good typing skills



	Education
	BS in Nursing
Our Lady of Fatima University

Quezon City

2004 – 2007

BS in Medical Technology

Far Eastern University

Manila

2002 – 2003

Secondary

Roosevelt College Marikina

Marikina City

1998 – 2002

Primary

Sto. Nino Elementary School

Marikina City

1992 – 1998

	

	Personal Information
	Date of Birth:
January 17, 1986

Place of Birth:
Quezon City, Philippines
Nationality:
Filipino

Civil Status:
Single



	

	Character reference is available upon request.


