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                             Rea 

Rea.233488@2freemail.com 
.Skills/ Qualities/ Competencies:


· Microsoft Office (Excel,Powerpoint,Word) /Basic Autocad/In-House system Traffic System
· peculiar to details, perseverance (demonstrated skill in working towards set goals despite obstacles
· drive for results & focus in achieving goals, assertive 

· proven ability to work with a variety of people given differences in communication, learning styles and other differences
· demonstrated skills in judgment and sound decision making, organizing work, setting priorities and planning ahead
· Able to perform well in a fast paced environment on time driven task and has ability to multi-task

Professional Experiences:

ABS-CBN SHARED SERVICES PTE, LTD


Oct.16 2013-Apr 23, 2015
Manila, Philippines

Under Order Management & Fulfillment Division (INTEGRATED TRAFFIC OPERATIONS)
Senior Service Owner – Order Fulfillment

· Analyze and schedule the Booking Order and ensure that the commercial line up follows the business rules on airtime prioritization policy of the station
· Coordinate with Traffic Operations Center (TOC), Productions, Sales Account Executive & Sales Assistants for any inquiries, changes, cancellations & program pre-emption
· Check & verify with Account Receivables regarding payments of booking order prior to airing of commercials

· Coordinate and verify with Sales Account Executive & Sales assistant regarding materials & other issues/discrepancies regarding booking order
· Coordinate and verify with Marketing regarding their creative materials (logo cycles, lower screen graphics/crawlers) to be aired as scheduled in the Daily Operations Log

· Verify & Validate with the Traffic Encoders of Order Management for any discrepancies on commercials encoded in the system vs. booking order prior to airing
· Ensure that airtime of the spots aired are updated timely & regularly and endorsed properly to Billing Group

· Validate & Reconcile with sales account executive, billing analyst & traffic encoders regarding disputed invoice

· Prepare memo revenue adjustment requests for all unauthorized airings,  costing and other discrepancies on booking order vs actual aired for proper recording of sales revenue

· Provide Quality customer support to clients/media buyers by responding to questions, issues and /or concerns
ABS-CBN Broadcasting Corporation
                       December  1997 – October 15 2013
Manila, Philippines
Under Broadcast Traffic Operations Group Division
Team Lead – Manila Radio


       


Sept 2012 – Oct 15 2013
· On top of handling day to day operations, identify & analyze problems. 
· Resolve issues & offer immediate resolutions pertaining to radio commercials from scheduling to airing

· Prepare ,gap & ensure commercials are properly implemented & aired 

· Coordinate with Account Executive, Marketing & Radio programming regarding discrepancies, pre-emptions related to commercials

· Monitor & Supervise staff/team performance by ensuring all commercials are accurately encoded on time.
· Atttend regular status meetings with operations group

· Participate in process and data reviews with internal /external auditors

Database Administrator (Sales & Finance)     

           January 2000-Feb 2013
· Ensure accurate & timely  maintenance of master data 
· Create and Assign user access for the ff systems :Integrated Traffic System, Agency/Advertiser Linkup & Readsoft Document Uploader.
· Ensure data accuracy  of Executive Information System – Sales revenue
· Generate Sales Report for the computation of Account Executive commission
· Recommends system & process improvements by drawing out Service Level Agreement with other business units.
· Involved in project monitoring and assurance of project delivery by implementing
several system improvements ( e.g. automatic uploading of customer maintenance , client rates, system control & email notifications )
· Conduct User Acceptance Testing & User Orientation prior to system rollout
· Supervise Material Handlers to ensure that materials & ASC clearances are updated & encoded on time .
File Maintenance Encoder


                                 March 1998-Dec 1999

(Sales & Marketing Department)


· To ensure accurate & timely maintenance of mater data : Account Executive Assignments, Client rates, materials & customers in FoxPro Traffic System
· Regular Update, monitoring of Primetime & Daytime Accounts
TV Sales Encoder



     


Dec 1997-Feb 1998

· Analyze telecast order & ensure that all commercial placements for Ch2-Televesion are accurately and efficiently encoded in the system.
· Handle & resolve  customer complaints or escalate the same to the concerned  team as per business process

AYALA LIFE ASSURANCE INC




July 8 1997-Sept 19 1997

  Makati, Philippines
Data Encoder

· Encode and Update Member’s basic information in the system. Ensure no duplication of records and issue health card to primary member & their beneficiaries
EDUCATIONAL BACKGROUND:

College:
St. Paul College of Manila
 
1993 - 1997 


Bachelor of Science in Computer Science 
Secondary:                                Mount Carmel College of Q.C.

 1990 - 1994

Seminar/Training Attended:
Interaction Management



November 21 – 22, 2006
Blended Engineering the Performance System          October 10-11, 2006
Project Management



June 27 -28, 2006
Lotus Notes



2000
MS Word 97



1999
MS Excel  97



1999
Effective Business Writing



August 2010
ELP- Operations Management



June 2012
Personal Details: 
Civil Status
: Single

Sex

: Female
Language
: English, Tagalog
Visa Status
: Visit Visa

Availability
: Immediately
