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OBJECTIVES:

To secure a position that provides professional service, to utilize my skills to make a positive contribution to the organization.
WORK EXPERIENCE:

Microtel Global Solutions - BPO Medical Accounts

Oct 2012 – August 2015
Backoffice Support Staff - focuses effort on accomplishing a variety of office tasks (verifying, encoding and billing) that keep the office running and information flowing throughout the business.

VERIFICATION 

· Calling insurances and attorneys to verify patient’s information and determining eligibility.

· Managing claims for insurances.
· Verifying claim if it was accepted or denied.

· Calling insurances for payment information and reason for the denial.

· Maintaining database up to date and helping to prepare accounts.

· Servicing medical accounts from United States: Global Holdings, CCPI, Ronco, UMS and Rubanenko.
BILLING 

· Billing provider Gabriel Rubanenko in California

· Checking patient’s demographics, it includes encoding of icd9 depending on the report.

· Uploading the required report for patient in client system.
· Creating proof of service.
· Encoding the required charges for each report, it is based on client’s superbill.
· Printing the report with the HCFA and W9 Form.
· Mailing the packets to patient’s insurance or employer, applicant attorney and defense attorney.

· Help meet or exceed standards of the company.
Iqor - BPO Collections Company

January 2011 - August 2012

Call Center Agent (debt collector) - regularly collects debts owed to the bank, usually when those debts are past-due. Debt collectors include collection agencies or lawyers who collect debts as part of their business. There are also companies that buy past-due debts from creditors or other businesses and then try to collect them. These debt collectors are also called debt collection agencies, debt collection companies, or debt buyers.

· Answering telephone calls, interviewing clients and verifying information efficiently.

· Educating clients with their past due debt.

· Quickly understanding a callers point of view and to empathize with them.
· Offers resolutions to their debt depending on their financial situation.

· Processing their transactions through Checking Acct or Credit Card.

· Servicing United States Banks: HSBC (Hongkong Shanghai Banking Corporation), Capital One Bank and GE (General Electric).
Angeles Electric Corporation 

Jan 2010 - Dec 2010

Office Assistant (MIS Section - Management Information System) - helps the chief of personnel with the tasks like records, documents, meetings, mail etcetera.

· Preparing documents such as letters, forms and reports using MS Word and Excel.
· Arranged meetings, recorded minutes, processed mail and addressed questions to appropriate person.

· Ensuring that technological resources work reliably.

· Maintain records and statistics in accordance with current policies.
· Assisting office employees with clerical work.
· Clerical tasks include: filing; sorting and completing light computer work, such as basic letters or data.

· Worked effectively in team environment, participated in decision making and maintained cooperative interaction with staff.
· Coordinating with the workflow.

· Set priorities and established goals and objectives.
EDUCATION:

Systems Plus College Foundation



Associate in Computer Technology

Balibago, Angeles City (2008 – 2010)
                         Dolores National High School


Secondary Education


Magalang, Pampanga (2003 – 2007)

SEMINARS ATTENDED/CERTIFICATES:

Philippine Youth Congress in Information Technology (Y4IT)




UP Diliman, Quezon City 

   September 09, 2009

Best Biller 2014 Back Office Support Staff





Microtel Global Solutions – BPO Medical Account
Balibago, Angeles City, 2014

SPECIAL SKILLS:

· Excellent in verbal and written communication skills.

· Advanced knowledge in MS office (Word, Excel, Outlook and PowerPoint)

· Great keyboarding skills

· Familiar with CPT & ICD9/10 Codes

· Proficient with Internet Research and creating emails.

PERSONAL INFO:



Height


:
5’6”



Weight


:
50kg



Age


:
22 yrs. of age


Date of Birth

:
April 22, 1992



Religion

:
Catholic



Nationality

:
Filipino



Visa Status

:
Visit Visa
I hereby certify that the above information is true and correct to the best of my knowledge and belief.

