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CAREER OBJECTIVE

To be able to work in an organization where I can practice as well as enhance my knowledge, skills and capabilities in an environment, which is positive and proactive.
 
SKILLS

· Proficient in SAP (Systems, Applications and Products in Data Processing) - Advanced 

· Windows and most Windows-based applications (Advanced in MS Excel Reports, MS Word,

       PowerPoint Presentations)

· Advanced in MS Outlook (Monitoring Emails)

· Communication Skills in English Language (Excellent in Writing, Speaking, Reading and Listening)

· Billing Skills (Excellent in Typing-40wpm, Proofreading, Editing, Letter Writing and Research) 

· Customer Relations (Building Rapport)

· Customer Focus (Identifying the need and want of the customer)

· Customer Service (Providing beyond what is expected)

· Technical Skills (Telecommunications)
· Data Processing 

· Leadership

· Management 

· Multitasking

· Decision Quality 

· Effective Listening

· Negotiating Skills

· Reliability and Creativity

CAREER SUMMARY

Total 5 years of experience in Billing Coordinator, Administrative Assistant, Receptionist, Customer Support Executive, Technical Support Executive, Sales Representative and Pharmacy Assistant.

PROFFESIONAL EXCELLENCE
Billing Coordinator cum Administrative Assistant
Company: Baker & McKenzie Global Services Manila, Inc.
Department:  Billing & Finance Support Centre – San Francisco Palo Alto Team

April 2014 – August 2015
· Prepare invoices in accordance with Firm billing policies and guidelines. This includes processing billing adjustments, bill narrative editing, and generating draft and final copy of invoices using the SAP (Systems, Applications and Products in Data Processing).
· Ensure that invoices prepared reflect a very high quality of output; presentable in a format that is appropriate to be received by the clients of Baker & McKenzie.

· Maintain and update client billing information, instructions and requirements necessary in processing invoices.

· Prepare and generate reports as requested by the local office, Team Leader or Supervisor.

· SAP (Systems, Applications and Products in Data Processing) and Microsoft Office suite of products (Outlook, Word, Excel)

· Proficient in verbal and written English Basic technical/computer skills.

· Keen attention to detail and effective organizational skills.

· Effective time management ability.
Customer Support Executive and Technical Support Agent cum Sales Representative
Company: [24]7 Company
Department:  T-Mobile Postpaid - UK Account

November 2012 - April 2014

· Address customer’s billing questions, complaints, concerns about their phones in contract and find ways to easily manage their account online. 

· Assist customer’s technical problems and facilitate excellent resolution.

· Knowledgeable in products such as android, i-phone, blackberry and other devices.

· Able to examine the specs of any devices using database tools to give excellent advice on what devices they want on their package based on their needs.

· Monitor and test systems and peripheral equipment and troubleshoot problems.
· Monitor assigned servers and network applications for the purpose of ensuring continuity of service.
· Diagnosis malfunctions of systems, databases, network and a variety of equipment for the purpose of identifying needed repairs and/or ensuring equipment is in proper working order.

· Attend a variety of in-service trainings and committee meetings for the purpose of providing and/or gathering information relating to network issues.

· Sell different phones in contract with different packages depending on the customer’s usage.

Customer Support Executive cum Sales Representative
Company: Convergys
Department: AT&T Prepaid - US Account

March 2012 - November 2012

· Acknowledge and appropriately greet and assist every customer in a timely manner.

· Process customer needs and wants in a courteous and efficient.

· Obtain, analyze and verify the information for the security of the customer’s account.
· Attend to customer questions, complaints and concerns and facilitate satisfactory resolution.  

· Effectively present and discuss the products and services of the company and able to multitask.

· Transfer customer calls to appropriate department with excellent in speaking and writing skills for documentation.

· Identify, research, and resolve customer issues using the tools given.

· Actively sells product for pay as you go account depending on their basic needs.

 
Administrative Assistant cum Receptionist
Company: St. Luke’s Medical Center - Global City
Division: Supply Chain

Department: Pharmacy Dispensing and Compounding

December 2010 - April 2011

· Provide excellent customer service to all incoming customers.

· Prepare agendas for meetings and prepare schedules both internal and external meetings.
· Under manager’s direction, creates draft reports, documents, presentations and templates using raw information.
· Attend to the department’s incoming telephone calls and inquiries courteously and accurately or refers them to concerned parties to ensure accurate and proper dissemination of information.

· Responsible for coordinating large events which includes the planning, organizing and implementation of a number of event activities.
· Knowledgeable in operating standard office equipment.

· Knowledgeable in clerical and administrative procedures and systems such as filing and record keeping

· Assist with all aspect of administrative management in preparing business correspondence using Microsoft Office (Word, Excel, PowerPoint, Nitro PDF and Outlook)

· Send and receive email and give appropriate response.

· Operate office machines such as photocopiers, computers, laptop, fax, etc.
· Coordinate between department and operating units in resolving day to day administrative concerns.

Pharmacy Assistant
Company: St. Luke’s Medical Center - Global City
Division: Supply Chain

Department: Pharmacy Dispensing and Compounding

December 2009 - December 2010

· Work alongside licensed pharmacist to help process prescriptions.
· Answer phones filling out and filing paperwork, running cash registers and stocking medications from warehouse to pharmacy dispensing. 

· Assist in drug inventory, packaging prescriptions and preparing prescription labels.

· Deliver stat and initial order for medication and supplies ordered thru dispensing counter to the Nursing Unit and Emergency Department.

· Weigh, measures and repacks bulk medications into smaller packages.

· Compound Simple Syrup, Magnesium Citrate Oral Solution, Kmn04, alcohol and other extemporaneous compounded items under the supervision of the pharmacist.

· Repack medical and surgical supplies for sterilization.

 
EDUCATIONAL ATTAINMENT
Licensure Examination for Certified Nurse – June 2009 (PASSED) 
                                              

2005-2009     Bachelor of Science in Nursing - University of Makati 
                      J.P. Rizal Ext. West Rembo, Makati City       


College Diploma

PERSONAL DATA

Date of Birth:

July 13, 1988
Place of Birth:

San Fernando, Pampanga
Gender:


Male
Civil Status:

Single
Nationality:

Filipino 
Height:


5 feet and 7 inches
Weight:


154 lbs.

Religion:                             Christian 
 
 
 

