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GRACIA


Email:  gracia.380531@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Position applied for: Secretary/Receptionist/Admin Assistant/

                                Accounts Assistant                 
CAREER OBJECTIVE
· To obtain a challenging position that will commensurate my expertise and qualifications, expand my knowledge and to be able to maximize my abilities thus taking part in a team for the success of the company.
QUALIFICATIONS, SKILLS & ABILITIES
· Thorough knowledge in modern office technology and proficient & literate in computer as follows:

· Geniisys  

·  Microsoft Office

 ▪ Word  







 ▪ Excel 







 ▪ Power Point
· Office Management

· Ability to perform secretarial and clerical duties w/ speed & accuracy without immediate & constant supervision

· Excellent communication skills both verbal & written under multicultural environment

· Flexible , pro-active thinker, positive & responsible

WORK EXPERIENCES
May 1, 2016 – December 10, 2017    

Accounts Executive      

Investors Assurance Corporation

       


Paseo De Roxas corner Makati Avenue      


Makati City

March 10, 2015 - April 15, 2016  

Accounts Secretary      









Investors Assurance Corporation       








Paseo De Roxas corner Makati Avenue      






          
Makati City 

October 2006 - March 6, 2015           

Supervisor/ Account Associates II / Account Associates I 



(ISO-Internal Quality Auditor)  
UCPB General Insurance Co., Inc.  Makati Ave, 
Makati City, Philippines  

May 1998 - October 2006   


Account Executive









         
The Mercantile Insurance Co., Inc. 







           Intramuros, Metro Manila, Philippines
February 1996 - April 1998   


Underwriting Assistant/Cashier  








The Mercantile Insurance Co., Inc 







           (Makati Extension Offices)  

November 1994 - February 1996 
Accounting clerk/Bookkeeper/Marketing and Claim Coordinator 
Ancle Insurance Agency, Inc.
PROFESSIONAL EXPERIENCES: 

• Apply principles of accounting to analyze financial information and prepare financial reports by compiling information, preparing profit and loss statements, and utilizing appropriate accounting control procedure.

• Provide personal administrative support. Duties include general clerical, receptionist and project based-work. Project a professional company image through in-person and phone interaction.

• Responsible for ensuring quality service to the clients. Quotes, underwrites and accepts risks within authorized limits and underwriting guidelines, conducts efficient inspection of risk, if necessary. Conducts client servicing, solicit business from producers, assist in the development of new and inactive agents, assists producers in all their needs and concerns, collects unpaid premiums. Ensure renewal intentions are relayed to the client 45 days prior to expiration of the policy.
• Conduct Post Audit in various branches and Head office of the company to report non-compliance of process and as well to review the manual procedures of each department and section.
• Primarily responsible for the monitoring, regulation and servicing of the company's agencies and brokers
• Keep records of all expenses and incomes, posting of ledger and journal and other books/records pertinent to the business
• Handles, follow-ups collection, and coordinates immediate remittance to the corresponding insurance principals.
• Handle all documentation needs/requirements of the following clients (such as quotations, premium computations, proposals, policies and claims docs. etc)
• Prepare Daily Collection Reports, issuance of official receipts and commission voucher due to the agents and handled petty cash for the day.
• Performs other related function as may assigned from time to time.

SEMINARS/COURSES ATTENDED
· 94th Basic Non-life Insurance Course    



 IIAP (August 1998)  

· Advance Course on Motorcar Insurance    


 MIC -In House (March 1998)  

· Advance Course on Fire Insurance      



 MIC-In House ( August 1998)  

· Advance Course of Surety ship      



 MIC-In House (June 2001)  

· Key Account Management Seminar    



 UCPBGen (April 2008)  

· Customer Service Skills in Action      



 UCPBGen (October 2008)  

· Engineering Insurance       




 IIAP (August 2010)  

· Non-life Insurance Mktg: Principles and Practice  

 IIAP (July 2010)  

· Overview of Liability Insurance      



 IIAP (May 2011)  

· Advance Course of Surety Ship    



 IIAP  

· Introduction to Fire Insurance     



 IIAP  

· Sabotage and Terrorism       




 UIB Asia (2011)  

· Planning and Delivering Powerful Presentation Coach Institute
 (March 2011) 

· Directors and Officers Liability Seminars     


 UCPBGen (April 2011) 

· General Liability Insurance and Comprehensive    

 UCPBGen (December 2011)  
General Liability Insurance  

· Data Cleansing & Business Rules Formulation Workshop  
 EXAKT, INC. (January 2012)  

· Condominium Insurance      




 IIAP (October 2012)  

· Marketing D&O Liability & Comprehensive    
  
            UCPBGen (August 2012)  
General Liability Seminar 

· Basic MS Excel Training      




 UCPBGen (June 2012)  

· Advanced Course on Motor Insurance     


 IIAP (May 2013) 

· Overview of Risk Management      



 IIAP (October 2013)  

· UCPB Gen's Branded Customer Service Program   

 UCPBGen (February 2014)  

· Business Writing Workshop      



            UCPBGen (February 2014)  

· Internal Quality Auditors’ Calibration Training   

   
 UCPBGen (October 2014)
EDUCATIONAL BACKGROUND
College   
Bachelor in Accountancy  








   
Major in Accounting  









Polytechnic University of the Philippines  

Year Graduated: October 1994  

Vocational  
Secretarial Course (Basic)   Data Encoding (Scholarship Program of AFP)           Perpetual Help College of Rizal        Philippine Army Learning Training Center 


Pamplona, Las Pinas   

      Fort Bonifacio, Makati City  




Year Graduated: May 1993   
      Year Graduated: March 1988  

Microsoft Excels Basics (Excellent Award) 
Filipino Institute 
Dubai, United Arab Emirates 
Year April 6, 2018
PERSONAL DATA

· Nationality

: Filipino
· Civil Status

: Single
LANGUAGES

· Excellent in speaking, reading and writing English and Filipino

CHARACTER REFERENCE


Available upon request.
