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Email Add: Florence.351206@2freemail.com 
FLORENCE 

OBJECTIVE

A motivated administrative professional with strong background in client relations is seeking a position in a challenging environment, over 8 years of administrative and clerical experience in the field of operation & customer care. Proficient in relevant work applied computer applications, Efficient in meeting deadlines and can handle multiple assignments. Knowledgeable in basic bookkeeping and with excellent oral and written communication skills.
WORK EXPERIENCE

December 18, 2006 – May 30, 2016
TELETECH CUSTOMER CARE MANAGEMENT PHILS. INC.

Level 1 - 3 Robinson’s Place, Lipa Batangas

Quality Assurance Specialist /

Customer Service and Technical Support Representative
Responsibilities:

-Maintains quality standards by approving in-process production and recording quality    results.
-Receives incoming technical calls and queries from customers.
-Provides solution to the customer’s problem (such as internet installation and connection issues).
-Educate the customers with the product and basic maintenance.

-Upgrade selling of products to customers as to their needs and requirements.
March 2004 – December 2006
BAYCOMMS BROADCASTING CORP.
3/F TPI P. Burgos St. Batangas City
Station Traffic Assistant / Radio Disc Jockey

Responsibilities:
-As a radio DJ, I play & mix music and discusses new, music and other topics on air.
-As Station Traffic Assistant, my main task is to assist the manager with the daily advertisements, promos and trails for the radio station.

-Ensures the right format for the right slots in order be effective to our listeners and this can generate revenue for the station.

-Generate reports for the station and coordinate this with the sales and billing department through the Traffic Manager to ensure proper collection from the advertisers.
-Liaise with production companies to sell slots for advertisement and promotions.

-Filters all incoming call for clients, listeners and advertisers

-Administrative jobs, drafting letters, reports and filing of  documents .
March 2003 – March 2004

St. Patrick’s Hospital

Lopez Jaena St. Batangas City

Medical Office Assistant

Responsiblities:

Schedule Medical and procedural appointments over the telephone and in person

and provide efficient follow up.

Answer telephone calls and provide information regarding the facility’s services.
Perform intake work by taking and processing patient information including contact data, demographics and medical histories.

Complete insurance and other claim forms and verify patient’s insurance coverage information.

Call out patient’s names or tag numbers in a bid to expedite their returns for consultations.

Process payments and copays and ensure that patient’s understand their coverage options.

Set up and maintain patients’ record systems including classifying and coding electronic and  hard copy files.

Prepare examination areas prior to each procedure and ensure that they are properly cleaned and sanitized after each procedure.

Create and update patients’ electronic health records and manage the correspondence needs of the facility.

Educate patients and families about specific medical procedures and examinations with a view to preparing them.

Obtain and process new patient referrals and pull patients’ records for doctors’s view.

August 2000 – October 2000

Media Department 

Ace Saatchi & Saatchi Advertising Company

8th Floor Feliza Building

Herrera Street Legaspi Village, Makati City

Media Secretary
Responsibilities:
-Type letters, memos, reports, and perform general clerical work.
-Pack and unpack cartons of books, shelve and prepare books and other media inventory for circulation 
-Communicate in a positive and effective manner with staff, students, parents and/or visitors. 
-Distributes mail, supplies and information 
-Maintains inventory of school computers and equipment 
-Prepares new books for circulation 
-Inventories book collection using computerized inventory process 
-Orders supplies 
-Maintains files and records in an appropriate manner 
-Maintains financial records 
-Checks in and circulates newspapers/periodicals 
-Composes letters 
-Researches
 -Operates various office machines 
 -Answers telephone, takes written and oral messages and gives information with the scope of assigned responsibilities 
-Generates overdue notices 
- Assists students and staff with the circulation of library media materials 
-Schedules equipment of use in the media center.
EDUCATIONAL BACKGROUND
AB Mass Communication

Centro Escolar University

1995-1999

Major in Broadcasting
PERSONAL BACKGROUND

Date of Birth :   
September 25, 1978  


Religion:

Roman Catholic


Citizenship:

Filipino

