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ARNIJANE 
Email: arnijane.355541@2freemail.com 
CAREER OBJECTIVE

To secure a position in Finance operations or in Administrative Support in a high growth company with proven advancement opportunities where my skills can add value and I can further develop my career endeavour.

PROFESSIONAL EXPERIENCE

Colegio de Sta. Monica de Angat                                                     June 2, 2016 - Present

High School Teacher

· Teaching Economics Subject

· Teaching Art Subject

· Class Adviser

Asianlife and General Assurance Corporation
                 June 10, 2013 - September 11, 2015

Collection and Sales Compensation Associate

· Monitored and prepared reports regarding payment posting in the Algasyst and Group Division system.
· Regular follow up to the outstanding balances of clients and prepare letter of suspension and lapsation that will be sent to the clients.
· Prepared reconciliation report through MS Excel and set meeting with the clients regarding their outstanding balances.
· Prepared commissions and service fees for the cross-sellers, referrers, agents and brokers.
· Monitored and prepared salary loan request for DepEd teachers. 
· Project manager of the Sales Compensation System. 
· Play a team leader to the new employees by training and guiding them about their respective work.
Orient Capital Ventures, Inc.



         July 30, 2012 - January 21, 2013

(Megasportsworld)

Administrative Operations Associate

· Accountable for the back-end administration of all outlets and MSW employees.

· Established and maintained efficient working relationships with third parties, such as, but not limited to PAGCOR, GBE, affiliates and partners.  

· Coordinated with Area Coordinators regarding any outlet needs such as supplies, devices, marketing collaterals and etc.  

· Maintained important databases and records pertaining to outlets.  Provided operations assistance to all MSW employees, partners, and outlets.

· Managed inventory of supplies, monitoring stocks, sourcing for suppliers and submitted invoices.

· Handled all company's statement of accounts and billings.

· Coordinated with different departments and operating units in resolving day-to-day administrative and operational problems.
· Handled travel itineraries and made the necessary arrangements particularly hotel bookings and transportation.
· Made policy for purchasing procedures from purchase requisition to distribution including vendor's accreditation.
Stellar Philippines, Inc.


            February 14, 2011 - February 16, 2012

Administrative Assistant / Specialist

May 2011 - Employee of the Month

· Handled purchasing/procurement of company equipment, supplies and electronic gadgets.
· Supported managers and department in day-to-day administrative duties

· Handled travel bookings and necessary arrangements on hotel accommodation and transportation including visa application and extensions.
· Petty Cash Fund custodial.  
· General office and asset management.
· Signatory for clearances of resigned employees.
· Provided support during staff related events e.g. staff communications recognition/incentives award day, annual functions, etc.
· Issuer of proximity/access card applications.
· Supervised overall security (Security guards, CCTV cameras, building and the likes).
· Oversee housekeeping, orderliness and cleanliness of the office premises.
· Keeper of lost and found items.
· Handled bills payment on electricity, water, cable and phone lines.
· Handled dispatched/schedule of company vehicle.
· Supervised company drivers and utility personnel.
· Handled gate pass and work permit applications.
· Office and pantry supplies custodial.
Manufacturers Life Insurance Company (Manulife)                  June 2007 - February 11, 2011

Manulife Data Services, Inc.

CANADIAN GROUP 


Billing Analyst
(Account Receivables)


  September 2008 - February 11, 2011

Canadian Group Benefits - Premium Operation Team

(Handling Canadian Group Policies)

February 2010 - Promoted from Associate Billing Analyst to Billing Analyst

Year 2009 - Recognized for 7 months as the Top Associates (among 21 associates)

· Prepared online bank deposits (wire/telegraphic transfers); maximum of 60 deposits per day (from 6:00 am - 10:00 am).

· Recorded and updated clients' accounts based on the deposits made using various office systems such as Manuconnect, Gipsy, IDEAS, SIBA, Facets and Aexpert.

· Prepared policyholder premium bills by reviewing, validating and allocating remitted premiums including application of appropriate taxes, financial agreements and other special arrangements.

· Answered queries relating to processing premium payments/deposits from other department within Canadian Group.

· Prepared premium reports and reconciliations for Plan Sponsors, Producers, and Third Party Administrators.

· Responded to inquiries regarding clients' outstanding month's balances and reconciliation of annual payments.

· Assisted co-employees in reviewing, validating and allocating remitted premiums of complex clients (multi-national clients with more than a hundred divisions/branches).

· Assisted Team Leader/ Assistant Team Leader in making our monthly reports regarding productivity and accuracy of the team.

JOHN HANCOCK LIFE

Toronto Disbursement Team (Handling US Policies)

April 2008 - Became Subject Matter Expert (recognized as Assistant Team Leader)  

May 2008 - Performed multi-tasking work as Claims and Quality Analyst 

June 2007 to April 2008 - Recognized as Top Associate (among 11 associates)

Quality Analyst





June 2007 - September 2008

· Subject Matter Expert (coached co-employees who experienced difficulties in maintaining high level of accuracy)

· Ensured completeness of documents processed; verify validity & accuracy with regards to the established policies and procedures of the Disbursement Team in Toronto.

· Approved cheques processed by associates with limit (in the amount) of below $3,000,000.00.

· Trained and familiarized new hire/s regarding the team's functions and responsibilities.

· Held training calibration to co-employees to attained same level of knowledge in processing.

· Made the skills verification exam for co-employees to assess the level of knowledge in processing.

· Performed duties of receiving and monitoring of disbursement payment in which completeness of information (in payable vouchers), accuracy of amount, and timeliness in meeting due dates were ensured to be delivered (3 days turnaround time processing).
· Processed and analyzed financial and non-financial transactions in line with the Service Level Agreement with the Business Unit.

PROFESSIONAL CERTIFICATIONS

Passed the Civil Service Eligibility Examination
Professional Level, November 2009

EDUCATION AND TRAININGS

· TechTutor - Reshaping Education using Blended and Flipped Learning
By: Jerry Liao

SM Megamall, Mandaluyong City
Manulife Data Services INC.






· Training on Online Deposit Banking, November 2009

· Advance Microsoft Office Excel, July 2009

· Effective Business Writing, March 2009 

Bachelor in Education in Secondary Level 

National Teachers College

Quiapo, Manila, SY 2014 - 2015

Bachelor in Banking and Finance




Polytechnic University of the Philippines

Mabini Main Campus, SY 2003 - 2007

PERSONAL BACKGROUND
Born on June 16, 1986 in Angat, Bulacan,; Noteworthy for being committed in superior customer service, strong work ethics, and high degree of trainability, flexibility, multicultural adaptability, and loyalty; confident and able to interact with individuals at all levels; detail-oriented, resourceful and able to multi-task effectively to produce outcome with capacity to work under pressure in a fast-paced environment; competent with Citrix System, AX, AlgaSyst, Group Division and Microsoft Office (Excel, Word and PowerPoint).

CHARACTER REFERENCES

Available upon request.

