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CAREER OBJECTIVE
To gain a position that will allow me to put into practice the knowledge and experiences gained to help people and simultaneously use this opportunity for career development, growth, and self improvement while being resourceful, innovative, flexible and quick learner. 

CAREER SUMMARY 
Caritas Health Shield Inc. (Quezon City, Philippines) - Caritas health shield is one of the more prominent leaders in the challenging arena of Health Care Management and Insurance.
-Policy and ID Issuance Dept. (Membership Assistant) Operation  / Processor of New Business Member Application Form (2013-January 19, 2017)
· Ecoding member’s identification and verify their plan if they have an illness.

· Check previous plans with CHSI, plan status and utilization report.
· Check RFA entries of previous plans of applicants for further evaluation.

· Checking and encoding the payment of member to Caritas Oracle system.

· Coordinate with other Departments re: new business concerns.

· Scanning important documents and attached to the Caritas Oracle system.

· Print the member’s policy contract and I.D. card of the member.

· Assemble member’s policy and I.D. card to release.

· Assists and orients newly hired staff of our department.
- Membership Dept. (Clerk I) Customer Service Representative (September 23, 2010-2013)
· Encodes all gathered information on database.

· Attend to walk-in sales associates and member applicant’s inquiries, complaints and medical requirements needed for approval/evaluation of the application.

· Provide customer service in order to reach customer satisfaction.

· Assists and orients newly hired staff of our department.

· Perform other related duties incidental to work described herein.
· Receives phone calls from the company member’s, sales associates and relatives of the member asking for approval/status of their plan.

- Toby' Sports - Sales Associate  (May 2010- August 2010)
· Provide customer assistance to all of our clients who are in need of best sports gear and equipment.
· Provided customer service in a friendly, consumer-based retail store environment. Merchandised, serviced and restock relevant department product. Consistently established a positive rapport with multiple repeat customers.  

Skills 
- Accuracy, Organizational, Ability to work under pressure, Attention to detail, Sales ability, Ethics, Handling money, Budgeting, Multi-tasking.
BUSINESS
Wild Mind (Manila, Philippines) - is a small printing Service business that provides Silk Screen Print and Heat Transfer Design products such as T-Shirts, jackets and other garments. 

Co-Owner / Manager / Worker (2015-2016)

· Prerformed general management duties and supervised day-to-day operations.

· Oversaw new product development and production management.

· Handled customer relations and sales.

· Designed and wrote sales and marketing materials.

· Created and constructed product samples and product marketing displays for customers.

· Precise registration techniques with both single and multi color screen printing.

· Complete understanding of mesh counts, coating and exposure.

· Print using squeegee or heat press process on garments.

· Delivered finish product on company or individual person.

SEMINARS
· ATTENDED,  Philippine League of Sociology Student convention - Palma Hall, University of the Philippines - Diliman, Quezon City - February 23, 2009
TRAINING
· Bureau of Internal Revenue 
N. Domingo Street, San Juan, Metro Manila. July – October 2009
· Community Organizing
Brgy.Janosa, Talim Island, Binangonan Rizal – April 2009
· Community Development
Brgy.Janosa, Talim Island, Binangonan Rizal – March 2009
EDUCATION


2006-2010
Polytechnic University of the Philippines




Bachelor of Science in Sociology





Mabini Campus, Sta. Mesa Manila



2002-2006
Ramon Magsaysay High School



Espanya, Manila

1996-2002
Legarda Elementary School



Quintos, Manila

