
OBJECTIVE
Seeking a challenging role in a progressive organization that provides opportunity for all around experience and ability to capitalize my technical and clerical skills in the field of information technology as I increase the company's productivity
PERSONAL INFORMATION

Born May 17, 1992 in Marikina (Philippines)


Height: 5' 2.5"
Filipino





Weight: 45kg
Marital status: Single





Religion: Christian
skills

· Knowledgeable in Computer Hardware and Software

· Network Troubleshooting

· Hardware Troubleshooting

· Proficient in MS Office Suite - Word, Excel, PowerPoint, Etc.

WORK HISTORY
12. 2014 – 03.2016
Dell philippines

Data Entry and Conversion Sr. Representative
· Successfully reviewed and delivered patient & insurance responsibility and information on correct plan ID/payor/network based on contract and explanation of benefits received
· Analyzed and initiated adjustments/refunds process based on business rules and contract/benefit information of insured
· Guaranteed that insurance claims are processed correctly according to policy holder agreements as stipulated on contract
· Delivered adjustments and processed refunds based on contract review/determination
09. 2014 – 11. 2014
CONVERGYS PHILIPPINES

Technical Support Representative
· Provided answers to clients by identifying problems and suggesting solutions in a positive manner
· Guided clients through each step of a resolve
· Upholds client disabilities through recommendation of techniques and devices
· Improved system performance by identifying critical problems and recommending changes for continuous improvement
· Provided thorough assistance for client registration, email creation, physical line signal tests, modem/filter set-up and email, browser and modem troubleshooting

02.2012 – 08.2014
APPLEWERKZ INC. – PHILIPPINES

Logistics Officer
· Established data entry services to Logistics, Accounting & HR

· Ensured confidentiality and proper maintenance of data collected and stored

· Delivered comparison of data with source documents in addition to re-entry of data in verification format to detect errors.

· Assured protection of the systems and data through daily performance of system back-ups

· Proper compilation, sorting and verification of accuracy of data before entry

· Located and corrected critical data entry errors intended for supervisory reports

· Assisted when and where necessary in developing improved records management

· Consulted with software programmers and/or evaluators for troubleshooting database problems
11.2011 – 01.2012
TECHNOLOGIES INC.

On-the-job Trainee - Regional Payroll Services Unit Department

04.2011 – 06.2011
DEPARTMENT OF EDUCATION - PHILIPPINES

On-the-job Trainee - I.T. Department
EDUCATION

2009 – 2012
international electronics and technical institute - philippines

BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY
2008 – 2009
TECHNOLOGICAL INSTITUTE OF THE PHILIPPINES
2004 – 2008
JOSE F. DIAZ MEMORIAL NATIONAL HIGH SCHOOL
Qualifications / Certifications

SAM 2007 (MS WORD and EXCEL)


Cisco Networking 1-4


Applewerkz Inc. Outstanding Employee 2013

seminars

10.2011
Agile methodology
09.2011
empowering open software

08.2011
windows active directory
07.2010
MAcromedia flash 8
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