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GOAL:
To gain the opportunity to be employed and from there be able to share, impart and practice my skills as an efficient and reliable employee

INTERESTS/SKILLS:
· With excellent customer service relation. 
· With good time management for meeting and strict deadlines. 
· Ability to work well as part of a team. 
· With honesty and respect for confidential information.. 
· Logical thinking and problem- solving ability. 
· Good interpersonal and customer service skills. Courteous, professional, and helpful are critical 
· Ability to work and interact with co-workers, clients, and other people 
· Ability to work in a rotating shift, and/or overtime work 
· Interested in exploring other fields of learning 
· Can use MS Word, Excel, PowerPoint, and other computer applications 
· Hobbies include playing volleyball, listening to music and surfing the net. 
· Able to communicate proficiently in English language both in oral and written 

WORK EXPERIENCE:
Company:
Our Lady of Mr. Carmel Medical Center
Designation:
OIC cum Health Maintenance Organization Officer
Location:
Ninoy Aquino Clarkfield Special Economic Zone, Philippines
Period of Service:
July 2014 – August 2015
JOB DESCRIPTION:
· Provides secretarial and administrative support in order to ensure effective and efficient office operations. 
· Assist out patients for consultation in a courteous manner. 
· Log outpatients on daily basis. 
· In charge in releasing of Letter of Authorization (LOA) for consultation. 
· Answer telephone calls 
· In charge in getting all admissions at the admitting section. 
· Double checks all the details before reporting to insurance companies. 
· In charge in getting the Statement of Account (SOA) for final bill. 
· Informs the Insurance Company if the Letter of Authorization (LOA) of the “may go home” patient is not yet available. 
· Collects and encodes each diagnostic procedure. 
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Company:
Our Lady of Mr. Carmel Medical Center
Designation:
Information / Admitting Officer / Company Coordinator
Location:
Ninoy Aquino Clarkfield Special Economic Zone, Philippines
Period of Service:
December 2013 – June 2014
JOB DESCRIPTION:
· Supervises, coordinates, and participates in daily activities of the Admitting/Information Staff in pre-admission, registration of inpatients in hospital or other medical facility, insurance verification, reception and preparation of required records. 
· Supervises staff who interview patient or patient’s representative to obtain standard and quality service in the unit. 
· Serves as a bridge among the various medical personnel working in the hospital. 
· Ensures effective communication and collaboration among these health care personnel in order to ensure smooth, organized operations in the designated hospital area. 
· Play huge role in enabling healthcare workers to provide prompt and competent care to healthcare clients. 
· Likewise, expected to perform other special duties in order to assist health care personnel. 
· Entertained and addresses all inquiries pertaining to the hospital ensuring excellent customer service. 
· Works hand in hand with clients healthcare and administrative needs 
Company:
Our Lady of Mr. Carmel Medical Center
Designation:
Billing & Medical Records Clerk / Cashier
Location:
Ninoy Aquino Clarkfield Special Economic Zone, Philippines
Period of Service:
April 2010 – November 2013
JOB DESCRIPTION:
· Assists in the billing and collections of the hospital. 
· Maintains billing records in adherence with the policy of the hospital. 
· Preparation of the final billing and updates of partial billing of patient. 
· Performed other related duties assigned by Management. 
· Compiles process and maintain medical records of patients in manner consistent with medical, administrative, ethical, legal and regulatory requirements of the health care system. 
· Process, maintain, compile and report patient information for health requirements and standards. 
· Protects the security of medical records to ensure that confidentiality is maintained. 
· Issues, releases and encodes patient record according to regulations. 
· Transcribe medical records. 
· Receives and process payments for the medical services of the hospital 
· Handles cash and payments and perform related clerical duties. 
· Computes and records sales 
· Verifies daily account and make notes in the system as needed for reference or follow up. 
· Posts any miscellaneous cash receipts in the order entry system. 

EDUCATIONAL BACKGROUND:
Bachelor Science in Nursing (Class of 2004-2008)
Dee Hwa Liong College Foundation
Mabalacat City, Pampanga, Philippines
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PERSONAL INFORMATION:

Date of Birth:
8 December 1986
· Place of Birth: Pampanga, Philippines 
	
	Civil Status:
	Married

	
	Religion:
	Roman Catholic

	
	Nationality:
	Filipino

	
	Height:
	5’2”

	
	Weight:
	78 kgs

	
	Visa Status:
	Visit Visa



CHARACTER REFERENCES:
Available upon request.
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