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Karleen Joy
Email: karleen.joy.369463@2freemai.com 


OBJECTIVE

To obtain a position that will enable me to use my strong organizational skills,

educational background and to be part of company’s vision providing quality and

excellent service.


EDUCATIONAL BACKGROUND

2009 – 2013 
National College of Business and Arts – Fairview, Quezon City
Bachelor of Science in Information System

2005 – 2009
Calvary Christian Academy
High School 

1999-2005
First City Providential College



Elementary School


WORK EXPERIENCE
FEDERAL PHOENIX GROUP INSURANCE 
Underwriting Assistant/Admin Assistant
(Management Information System Division - Business Center Unit)

May 6, 2014 – May 10, 2017
· Handles Clerical and Organizational Tasks

· Encoding, Filing, Making Phone Calls
· Handles Emails

· Schedules Appointments and other staff
· Extensive knowledge in Insurance Policies

· Handles Issuance, Renewal and Endorsement of Property Policies including (Residential, Residential Condominium and Commercial)
· Handles Issuance, Renewal and Endorsement of Motor Vehicle Policies including (Motorcycle, Private Vehicle, Commercial Vehicle, Trucks and Fleet)
· Handles Issuance, Renewal and Endorsement of Personal Group Accident and Medical group Policies

· Handles Issuance, Renewal and Endorsement of Public Liability Policies including (Comprehensive General Liability, Fidelity, Money, Securities, Payroll, and Goods in Transit) 

· Posting of Various Package Policies

· Analysis for issuance of Policies 
· Endorsing Unpaid Policies to Collection
· Keeps Production records for Policies

SUN CELLULAR DIGITEL MOBILE PHILIPPINES INC.
Collection Analyst/Billing Analyst
(Midrange Group-Customer Revenue Life Cycle Management Department)
April 25, 2013-April 30, 2014
· Extensive knowledge in Postpaid System

· Handles inquiries, complaints and disputes, with regards to postpaid service

· Payment Arrangement/Collection of overdue accounts with monthly billing

· Handles Reconnection, Redirecting, Disconnection and Endorsed to Collection Agencies for Dormant accounts

· Outbound collection of Sun Cellular accounts with roaming charges, overdue balances to avoid disconnection and endorsement to collection agency
· Analysis/Recommendations and resolution of complaints for Sun Cellular Postpaid accounts

· Submit a comprehensive summary monthly report and analysis of all tasks assigned


PERSONAL INFORMATION

Date of Birth
: May 10, 1993
Age

: 24
Place of Birth
: Quezon City
Civil Status
: Single
Citizenship
: Filipino

Religion
: Born Again Christian

TECHNICAL SKILLS
· Proficient with Microsoft Office programs (Word, Excel, PowerPoint, Access, Outlook)

· Skilled in Programming Language (C, C++, Visual Basic.NET, HTML)

· Knowledgeable in Adobe software (Photoshop, Flash)


TRAINING EXPERIENCE

Sandstone Technology Philippines, Makati City

On-the-Job Trainee

November 5, 2012 – February 8, 2013

Commission On Audit, Quezon City
On-the-Job Trainee

May 28, 2012 – August 27, 2012

AFFILIATIONS
Information System Society (ISSOC) – member since 2012

NCBA Fairview, Quezon City

Computer Management Information System Society – member since 2008 to 2012

NCBA Fairview, Quezon City

SEMINARS ATTENDED

Insurance Institute for Asia and the Pacific, Inc. 
Date: September 13, 2016 to September 28, 2016
Venue: Makati Avenue, Makati City
Career Development Seminar / Workshop

Date: August 15, 2012

Venue: NCBA College Mini-Theater
Tech Tutor 3

Paradigm Shift in ICT Learning to Reach the Unreached

Date: October 4, 2011

Venue: SM Megatrade Hall 1, Ortigas Center, Mandaluyong City

Tech Tutor 2

Bringing Education to Life through Technology

Date: September 29, 2010

Venue: SM Megatrade Hall 3, Ortigas Center, Mandaluyong City 

Open Source Software/Linux Seminar

Topics: Open Source Software/Linux

Date: September 7, 2010


Available upon request.
CHARACTER REFERENCES








