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OBJECTIVE:

 To ensure that the organization employs the right balance of staff in terms of skills and experience, and that training and development opportunities are available to employees to enhance their performance and achieve the employer's business aims.

WORK EXPERIENCE: 
Admin Assistant

MaxiCare Insurance

Maxicare Tower ,Salcedo St. Legazpi Village, Makati City

February 20, 2014 - June 20, 2015

· Confer with clients to determine their needs for insurance claiming
· Review clients’ documentation to understand diagnosis and procedures
· Verify claims and determine insurance eligibility
· Post medical charges, payments and adjustments
· Provide clients with insurance and benefits information
· Detect and correct coding errors and manage appropriate modifications
· Provide insurance compliance information to clients
· Submit claims for payment purposes
· Resubmit denied claims and determine reason for denial
Company Nurse cum Hr Assistant 
Channel Line Corporation
Lot 5 Blk 6 Complex Ave PTC-SEZ

Carmona Cavite, Philippines 

August 14, 2013- February 16, 2014 

· Receive, direct and relay telephone messages and fax messages 

· Maintain the general filing system and file all correspondence

· Provide word-processing and secretarial support

· Answer all incoming calls. 

· Conducts home visit upon request of employee’s superior and prepares report. 

· Processes and monitors government report and other employee’s legal requirements and insurance benefits. 

· Maintaining employee files and the HR filing system.

· Planning and coordination HR presentations and training sessions.

· Maintaining confidentiality regarding Human Resources related issues.

· Bring/accompany employees to the hospital, if needed. Processes and monitors referral slip for hospitalization, dental and medical pre-employment. 

· Prepares and updates monthly medical report. 

· Prepares, gathers, and presents health information for employees’ awareness. 

LICENSES: 
Professional Regulatory Commission of the Philippines

Valid until: 09/02/2016
Valid until: 05/09/2016 
EDUCATIONAL BACKGROUND: 
COLLEGE GRADUATE

Bachelor of Science in Nursing

University of Perpetual Help - Dr. Jose G.

Tamayo Medical University 
Biñan, Laguna, Philippines 

2008-2012
SEMINARS AND TRAININGS ATTENDED:
· International Nursing Lecture 2010

ENSURING CLIENT SAFETY: A Review of Key Concepts in

Medical Surgical Nursing

The Event Center

SM City, Sta. Rosa, Laguna

July 11, 2010

· Regular IV Training Program 

New Sinai MDI Hospital 


Brgy. Tagapo, City of Sta. Rosa, Laguna

April 26 - 28, 2013


Card No.: 13-006703
· Basic Life Support - CPR with AED, American Heart Association Accredited
Critical Care Nurses Association of the Philippines, Inc.

Quezon City, Philippines


July 23, 2015

Valid Until: July 2017
SKILLS: 

· Computer literate
· Speaks English language fluently
· Communicates well to people from a variety of cultures and socio-economic        

environment
· Harmonizes with staff and other health team professionals
· Diligent and courteous
· Exhibits ability for developing new skills
· Conforms with hospital’s rules and regulations
· Goal oriented and manages time appropriately 

PERSONAL INFORMATION: 


Age 





:    23 years old 


Birth Date 




:    September 2, 1992 


Gender 




:    Female 


Civil Status 




:    Single 


Height 





:    5’ 6” 


Weight 





:    120 lbs


Religion 




:    Roman Catholic 


Nationality 




:    Filipino

CHARACTER REFERENCES: 

Available upon request 
I hereby affix my signature to prove that all the data and information given are all true and correct.
