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CAREER OBJECTIVE:

· To obtain a position that commensurate my educational background and experience gained and enhance more my knowledge and skills in an organization.
SKILLS AND CAPABILITIES:

· Posses’ excellent verbal and written communication skills.

· Self-motivated, precise and dedicated.

· Ability to achieve short term and long term objectives.

· Ability to handle multiple tasks and work under pressure.

· Hardworking, honest and trustworthy.
· Excellent in computer application software such as MS Office. 

EDUCATIONAL BACKGROUND:

College

· Bachelor of Science in Information Technology 

University of Saint Louis, Tuguegarao City, Cagayan, Philippines 3500
2007-2011

WORK EXPERIENCE:
Job Title  
:        claims processing encoder
Company  
:        corporation
Duration
:        march 17, 2014 – may 14, 2015
DUTIES AND RESPONSIBILITIES:
· Encodes to a system the services incurred of a member thru a healthcare provider.

· Sorting of documents sent by healthcare providers.
· Transmits posted documents.

Job Title  
:        health maintenance organization (hmo) clerk
Company  
:        holy infant hospital
Duration
:        june 16, 2013 – february 15, 2014 
DUTIES AND RESPONSIBILITIES:

· Assist HMO patients.

· Call HMO call center for approval.

· Deduct the benefits of patients.

· Explains benefits for patients.

· Process/Prints Statement OfAccount.

· Transmits claims.

· Updates collections and logbooks.
Job Title  
:        health maintenance organization (hmo) clerk
Company  
:        dr. ronald p. guzman medical center
Duration
:        january 16, 2013 – june 15, 2013

DUTIES AND RESPONSIBILITIES:

· Assist HMO patients.

· Call HMO call center for approval.

· Deduct the benefits of patients.

· Explains benefits for patients.

· Process/Prints Statement ofAccount.

· Transmits claims.

· Updates collections and logbooks.

Job Title  
:        ADMINISTRAIVE SECRETARY

Company  
:        dr. ronald p. guzman medical center

Duration
:        NOVEMBER 15, 2011 – JANUARY 15, 2013
DUTIES AND RESPONSIBILITIES:

Using Office Equipments

· Using computers is a vital part of the job and I am expected to produce documents and spreadsheets and correspond electronically.
· Operate office equipments like fax, scanner, printers, copier and other office equipments.
Communication

· Answer and manage calls in a professional manner and take down messages as necessary.
· Communicate verbally and in writing to answer inquiries and provide required information bearing in mind the policies on privacy and confidentiality.
· Manage incoming mails including emails and faxes and distribute appropriately.
Scheduling

· Maintain, manage and file schedules and calendar of activities.
· Organize and coordinate schedules and conference rooms for ExeCom, ManCom, General Assemblies and other meetings.
· Arrange and confirm appointments for the upper management.
Organizing

· Read and scrutinize incoming memos, submissions of reports in order to determine their significance and plan their distribution.

· Open, sort and distribute incoming correspondence, including faxes and e-mail.

· File and retrieve company documents, records and reports.

· Perform general office duties such as ordering supplies, maintaining records, management systems and performing basic bookkeeping work.

· Conduct research, compile data and prepare papers for consideration and presentation by executives, committees and board of directors.

· Prepares agenda and act as secretariat (if necessary) during Admin meetings.

· Compile, transcribe and distribute minutes of the meeting.

· Attend meetings in order to record minutes (if necessary).

· Filters incoming communications to the department and routing it to the specific person.
Job Title  
:        HUMAN RESOURCE SECRETARY
Company  
:        DR. RONALD P. GUZMAN MEDICAL CENTER
Duration
:        NOVEMBER 15, 2011 – MARCH 30, 2012 

DUTIES AND RESPONSIBILITIES:

· Filing of Employees 201 Files.

· Responsible in routing memorandums for personnel given disciplinary actions.

· Making the summary of tardiness and absences incurred by employees in a certain pay period.

· Responsible in preparing the files of applicants to be interviewed by the Human Resource Officer.
Job Title  
:        SENIOR CASHIER
Company  
:        JOLLIBEE FOODS, INC.
Duration
:        JULY 16-NOVEMBER 12, 2011

NATURE OF BUSINESS : ONE OF THE MOST POPULAR FAST FOOD CHAIN IN THE WORLD.

DUTIES AND RESPONSIBILITIES: 

· Responsible in giving lower bills to cashiers.

· Makes deposits of sales to the accredited bank.

· Ensures that the sales of each cashier are exact, no more, no less.

· Makes the final total balancing of sales at the end of the day.
PERSONAL INFORMATION:
· DATE OF BIRTH: JUNE 21, 1991

· PLACE OF BIRTH: TUGUEGARAO CITY, CAGAYAN, PHILIPPINES
· CIVIL STATUS: SINGLE
· NATIONALITY: FILIPINO
I hereby certify that the above information are true and correct to the best of my knowledge and belief.

