
CAREER OBJECTIVE:
To apply for a position that will enhance my qualification; knowledge and skills, thereby providing an opportunity to attain growth and prove myself worthy to the company’s principle and objectives.

SUMMARY OF SKILLS

· More than eleven years of progressive experience is handling customers and strong administrative functions.
· Proficient in both oral and written communication skills

· Effective organizational and time management skills

· Effective interpersonal skills to handle several inquiries in a diplomatic manner
· Skilled in building & maintaining good relationship with customers

· Ability to perform tasks under minimal supervision
· Expert at Microsoft Excel

· Skilled with Database Management Program

EDUCATIONAL QUALIFICATION

· Bachelor’s Degree in Computer Science – Graduate 2000

Colegio de Dagupan (Former Computronix College Philippines)

COMPUTER PROFICIENCY
· Knowledgeable in Windows, Microsoft Office 2007.
· Fidelio, Opera, Infrasys Gourmet POS, Nero Imaging, Nitro PDF Professional, Peach Tree, Microsoft Office 2007, SQL, Smartdraw 2008 &Cogniview PDF, Office Recovery Tools, Adobe acrobat&Campaign mailing.
CAREER PROGRESSION
Administrative Coordinator &Insurance Claims Processor (promoted – July 2016 up to present)

Zabeel Ladies Club

  Dubai, UAE

Job Description

· Processed claim forms, adjudicates for provision of deductibles, co-pays, co-insurance maximums and provider settlements
·  Entered claims data into system
·  Resolved problems resulting from claim settlement
· Performed audit of randomly selected claims to ensure quality processing
· Researches claim overpayments and requests funds
· Followed adjudication policies and procedures to make sure proper payment of claims
·  Provided timely customer service to members, providers, billing departments and other insurance companies on the subject of claims
· Logged telephone calls in system and followed up on issue
Administrative Task

Provides administrative support within a medical office or healthcare facility. In addition to general administrative duties, medical administrative assistant tasks include the following.

· schedule medical appointments

· organize patient flow

· respond to patient queries

· order and maintain clinical and office supplies

· verify accuracy of patient insurance information

· update and file patient's medical records

· prepare patient charts

· assist with scheduling of tests or assessment
· send and receive patient medical records

· obtain lab reports and request medical records

· maintain a safe and hygienic office environment
Additional Task:
· Schedule and coordinate meetings, appointments, and travel arrangements for supervisors and managers

· Trained 2 administrative assistants during a period of company expansion to ensure attention to detail and adherence to company policy
· Typed documents such as correspondence, drafts, memos, and emails, and prepared 3 reports weekly for management
· Opened, sorted, and distributed incoming messages and correspondence
· Purchased and maintained office supply inventories, and being careful to adhere to budgeting practices
· Greeted visitors and determined to whom and when they could speak with specific individuals
· Recorded, transcribed and distributed minutes of meetings
· Preparing purchase order that required by the Dept.
· Monthly inventory

· Coordinating with the suppliers 

· Preparing LPO

Insurance Executive (promoted 1st August 2015 up to present)

Zabeel Ladies Club

Dubai, UAE

Job Description

· Scanned/processed mail and distributed to employees for daily posting.

· Prepared daily deposits for accounting.

· Updated patient and benefit information 

· Insurance verification, e-claim processing

· Allocated monthly billing to patients

· Scheduled and confirmed patient appointments, responded to patient questions and concerns, assisted with heavy call volume.

· Performed secretarial duties, utilizing knowledge of medical terminology and hospital, clinic and laboratory procedures.

· Executed daily operations of insurance verification and authorizations.

· Wrote, designed and produced my own work forms.

· Answered telephone and scheduled appointments.

· Greeted and directed visitors.

· Successfully handled all tasks given to me.

· Structured and maintained a time saving and efficient system to complete all tasks

Membership Executive 



Since June 2013 to present

Zabeel Ladies Club

Dubai, UAE

Job Description

To manage, develop and deliver an effective membership service. To achieve annual membership and income targets by; a) Planning and executing activity to recruit and retain members b) Supporting the sales targets of the Business Development team by maximizing opportunities to sell marketing and other commercial opportunities to members
KEY AREAS OF RESPONSIBILITY: 

· To manage and develop the membership offer, working with the Head of Visitor Economy to establish key objectives and activities in order to deliver annual targets, including the recruitment of new members. 

· To work closely with all Marketing teams to maximize membership opportunities, acting as a point of contact on all membership matters both internally for all Marketing r staff and externally for members. . 

· To build and maintain long lasting relationships with members by account managing and nurturing key members and providing support to other members as required. 

· Maintaining and ideally growing membership income levels and identifying relevant income generating opportunities for the Business Development team. 

· To use the CRM system to manage the membership database keeping all Marketing staff updated on key member personnel changes and to establish monitoring systems to ensure all member activity is recorded. 

Administration and Membership Manager
Natural Elements Spa & Fitness, Le Méridien Dubai, UAE


Since April 2008
Job Description

· To implement the membership development plan, manage departmental resources and set workflow priorities
· To hold regular departmental progress meetings and circulate progress reports on activity against targets e.g. growth projections, campaign effectiveness, response timescales for membership inquiries, etc.
· To anticipate problems and adjust the allocation of resources accordingly
· To interpret membership recruitment and retention statistics and review member research and make recommendations
· The sale and delivery of association services to non-members 

· Preparing budget for the Dept.

· Update variance analysis for the dept. on a monthly basis
· General marketing activity 

· Policies and procedures 

· Other activity, including affinity and sponsorship schemes 
· To offer ideas for improvement or change in all operational areas 
· To manage member recognition programmes.

· To assist in PR activity including the publication of press releases 
· To maintain accurate membership records and marketing databases
· To manage affiliate activity and relationships with external suppliers 
· To authorize purchase orders and re-imbursements 
· To maintain budgetary control for projects 
· To manage operational staff and promote team building
· To conduct staff appraisals 
· To remain current with Association policies and procedures 

· Update SOP and Job Description of the Staff.
Guest Relation Officer
Natural Elements Spa & Fitness, Le Méridien Dubai, UAE

March ‘06- May ‘08
Job Description

· Performs the tasks of responding to the queries and request of the guest and clients.

· Handles the responsibilities of managing guest relation activities of the SPA.

· Responds as well as solves different complaint of guest.
· Prepare daily and monthly reports

· Handled the responsibilities of ensuring that all the queries and complaints of the client are promptly attended.

· Membership Management
Asst. Business Center Secretary

Business Centre, Le Meridien Dubai, UAE



Aug. ‘05- March ‘06
Job Description

· Correspond to all emails which are required

· Ticket reconfirmation

· Circulate in-house guest letters/faxes

· Assisting guest request.

· Provide impeccable customer service

· Generate correspondence and client billing

· Handling shipping requests

· Order supplies

· Conduct site tours of the hotel and banquet facilities

· Accurately communicate information to other hotel staff regarding booked rooms. 
· Manage block size to ensure the proper pick-ups and maintain relationships with clients for future sales. 
· Plan and communicate to all departments the expressed need of the customer
Asst. Human Resources Secretary 




    March ‘05- Aug. ‘05

Human Resources Dept, Le Meridien Dubai, UAE
Job Description

· Attending to the team members requests 

· Administering the joiners and leavers files 

· Filling of all documents pertaining to the team members 

· Attending to the departments telephone calls 

· Managing the diary of the Human Resources Manager 

· Ensuring all team members requests are executive efficiently and in a timely manner. 

· Establishing an effective trace system and ensure all pending issues are followed through in a timely manner. 
TRAININGS ATTENDEND:
April – August 2008

· Training completed and played the role of an IT Assistant
PERSONAL DOSSIER:

Date of Birth


August 28, 1979

Citizenship


Filipino
REFERENCES:
Will be furnished on request
Hereby certify that the above particulars furnished by me are true & accurate. Should I be

fortunate enough to be selected, it shall be my earnest endeavor to discharge the duties 
entrusted to me to the entire satisfaction of my superiors.[image: image1.png]



