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 Gulfjobseeker.com 

CV Number: 1418154
Mobile +971505905010 / +971504753686 

E-mail: cvdatabase @ gulfjobseekers.com

To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.

         http://www.gulfjobseeker.com/feedback/submit_fb.php
Availability: I can start for work as soon as possible.

Visa Status: Visit 

OBJECTIVE
To have a position in your company where I can effectively use my skills and abilities and make useful contributions. 
PERSONAL DATA

Age:


                         28
Date of Birth:            September 16,1986 
Gender:                    Male
Civil Status:              Married
Height:                     172.76 cm
Weight:                    70.27 kg
Nationality:               Filipino
Religion:                   Christianity - Catholic

EDUCATION

Bachelor of Science in Mass Communications / Philippine Christian University Manila  

SY: June 2003 - April 2008
SKILLS

·    Skills in time management, stress management and workload management 
·    Have excellent skills in administrative and managerial works.
·    High expertise in Microsoft word, excel and powerpoint.

·    Experience in coaching and monitoring team performance
·    Working knowledge in process analysis and improvement
·    Excellent customer service oriented
·    Ability to communicate affectively and professionally with key stakeholders 
·    Ability to follow-through and work on tasks with limited supervision
·    High level of maturity and sense of responsibility
WORK EXPERIENCE

Inc. , Philippines 






                                               
Junior Team Lead
May 1, 2014 –May 2, 2015
·     Junior Team Lead of Host Correspondence Team.
·     Administrative and Leadership reports are mainly being done. Need to meet daily, monthly  and annual deadline reports to the clients.
·  
Has high expertise in Microsoft Word, Excel and Powerpoint.
·     Perform data entry and research in various systems and tracking tools.
·     Apply knowledge of processes and related systems to assist in identifying, assessing and resolving issues.
·     Assess and resolve non-standard and standard issues or problems.
·     Drive the team to deliver high performance and consistently pass the required SLA targets.
·     Responsible in operations management such as quality, inventory and aging.
·     Guide each associate to be at their best in everything they do by doing coaching, mentoring and counseling.
·     Value Creator, Business Operator and People Developer.
·     Responsible to meet and exceed team engagement requirements.
·     Lead in Weekly Client Process Calibration and Status Call.
·     Respond to Client’s escalation and concerns.
Inc. , Philippines 






                                               
Subject Matter Expert/ Trainer/Real Time Analyst 

Sept. 01, 2012- April 21, 2014
	·    SME of Host correspondence project.

·    Responsible to train new hires/roll in of the project.

·    Main responsibility is to ensure quality service of the team is being met set by the client.

·    Serves as overall POC during process/ audit calibration call.

·    Generates team's SOD (start of day) and EOD (end of day) inventory, aged report and end of day process report.

·    Provides action plans based on RCA (root cause analysis)

·    Monitors weekly and monthly stack ranking.

·    Involves in project planning session for team's improvement.




Inc. , Philippines 






                                               
Claims Analyst/ Trainer 

April 28, 2008 – Aug 31, 2012
	·   Assigned to travel abroad as Trainer to conduct and provide extensive training support to Chennai India health claims analysts.

·   Responsible for the completion of straightforward and stand-alone tasks with possibly high-volume transactions following predefined procedures. More specifically, the primary role is to review completeness and accuracy of insurance claims from California to ensure that healthcare policy guidelines are followed prior to authorizing payment or filing a request for a medical review. 

·    Served as the team OIC and ensure that the following tasks are met;

·    Utilizes the mainframe system to process the claims.

·    Maintains productivity and quality standards as they are determined by the business needs.

·    Ensure that individual and team quality and productivity of work meets or exceeds metrics.

·    Full time in handling specialized function as Medical Review Analyst (MRU) and Point of Service (POS) product.

·    In charge of the Adjustments and Inquiry Tracking process.




YES FM 101.1 Radio Station, Philippines
Practitioner
February 1, 2008 – March 31, 2008  
·     Undergone on-the-job training and performed wide range of administrative tasks under supervision to gain experience and knowledge in preparation and as a requirement for the practicum course.
·    Attained knowledge on actual radio entertainment undertakings.
Influent Phils. Inc.

Customer Contact Associate/Telephone Sales Representative
January 1, 2007 – Novemer 30, 2007
·    Contact businesses or private individuals by telephone in order to solicit sales.
·    Explain products or services and prices, and answer questions from customers.
·    Obtain customer information such as name, address, and payment method, and enter orders into computers.
·    Record names, addresses, purchases, and reactions of prospects contacted.
·    Adjust sales scripts to better target the needs and interests of specific individuals.
·    Obtain names and telephone numbers of potential customers from sources such as telephone directories, magazine reply cards, and lists purchased from other organizations.
·    Maintain records of contacts, accounts, and orders.
·    Deliver prepared sales talks, reading from scripts that describe products or services, in order to persuade potential customers to purchase a product or service or to make a donation.
