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OBJECTIVE:


To join a good Company that can help enhances my skills and potentials and can provide more room for professional and personal growth.
SKILLS: 

· Good Customer Service.

· Computer Literate

· Hardworking and Flexible.

· Can work under pressure.
PERSONAL DATA

Birth Date
:
June 26, 1992

Civil Status
:
Married

Citizenship
:
Filipino

Religion
:
Roman Catholic

Height/Weight
: 
6 foot / 66kg

EXPERIENCES

Queen Mary Help of Christians Hospital Inc- Cardona Rizal

Billing Officer/ Cashier – November 2013 – July 2015 
· Assist in resolving balances on the patient account.
· Correct and refile claims with the insurance
· Take patient complaints, post discounts, set up budget plans, follow up with medical records department and also provide estimates.
· Follow key processes and procedures in completing billing tasks to quality standards
· Be competent in the use of the IT structure and processes that support billing
· Collaborate with team members to facilitate the delivery of efficient and effective billing services to all customers. 
· Resolve incoming queries on billing from patients, insurance companies, consultants or colleagues in a professional and efficient manner. 
· Promote and maintain strong relationships with the health insurance companies and communicate any issues that may arise.
· Participate in follow up of aged debt with assigned insurance as relevant. 
· Create an environment that encourages teamwork, positive attitudes and high morale.
Bench   - SM Megamall - Mandaluyong City, Philippines
Retail Sales Staff – (April – September 2013) 
· Greeting customers who enter the shop.

· Be involved in stock management and control.
· Assisting shoppers to find the goods and products they are looking for.
· Being responsible for processing cash and card payments.
· Answering queries from customers.
· Giving advice and guidance on product selection to customers.
· Responsible dealing with customer complaints.
· Working within established guidelines, particularly with brands.
· Attaching price tags to merchandise on the shop floor.
· Responsible for security within the store and being on the lookout for shoplifters and fraudulent credit cards etc.
· Receiving and storing the delivery of large amounts of stock
Municipality of Cardona


Data Entry Operator - On the Job Training -October – March 2012,


· Receiving the customers, clients, visitors in a polite and pleasant way with a good smile and assist them.
· Receiving postal, courier packages addressed to the employees of the organization and sending them to the addressed person correctly. 
· Managing the clients who visit and arranging the comforts for them. 
· Providing excellent customer service with good satisfaction.
EDUCATIONAL BACKGROUND:

University of Rizal System Binangonan Campus
Bachelor of Science in Information Technology – June 2010 – March 2013

References are available upon request.

