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CV NO. 144564

Career Objective: To succeed in an environment of growth and excellence and earn a job which provide satisfaction and self-development and help me to achieve organizational goals.
Skills / Competencies:
· Ability to work independently or as a team, able to do multi task jobs
· Mature personality, can work under pressure & flexible to adapt changes, if required.
· Fast learner and works in a very systematic way with high value on orderliness
· Computer Literate (Microsoft Word, Excel, PowerPoint, Internet)
· With additional knowledge in Top Logic System and Healthpro
· Exceptional communication and management skills, strong work ethic, patience, and positive attitude
· Excellent customer service orientation, sales ability/persuasiveness
· Well verse in English - written and verbal communication skill
PROFESSIONAL EXPERIENCE & SUMMARY
SINAS ELECTROMECHANICAL WORKS (SEMACO LLC) DUBAI, UAE
Assistant Accounts /Admin / Secretary (November 2013 – November 2015)
· Answering telephone call / enquiries in a respectful manner.
· Relying phone calls, Fax and Email to the respective persons.
· Filling and sorting of Documents / Documents Control
· Holding Weekly petty cash for office costs.
· Doing Monthly Payrolls for 44 employees.
· Accounts Receivable and Payables for Client and suppliers.
· Receiving / Issuing Invoices, Vouchers and Cheques.
· Insuring the Company bills is up to date
· Typing quotations.
· Inquiring the amount of materials needed
· Issuing Local Purchase Order to the Suppliers.
· Reporting to the Managing Director.
FORTUNE MEDICARE INC, (HMO) (Manila, Philippines)

Junior Bills Processors / Admin Assistant May 2012- Sept.2013
· Process hospital bills and doctors fee using the TopLogic System and Healthpro system
· Filling the records of the staff and customer
· Maintaining records/reports and updating customer profile
· Provides excellent customer service for customer satisfaction
· Answering calls
· Delivers prompt friendly and professional assistance to customers.
· Monitors patient utilization.
· Taking messages, answering questions, and providing information about the company to existing and potential clients
· Opening and distributing mail, photocopying, and working together with other staff members to assist and provide customer services.
EDUCATION:
Highest Education Attainment
: College Level (Bachelor’s Degree) Name of University
: Arellano University
Department
: School Of Nursing and Medicals
Course
: Bachelor of Nursing
School Adress
: Legarda, Manila
School Graduated
: June 2008 – April 2012
PERSONAL DATA:
Date of Birth
: January 23, 1992
Civil Status
: Single
Citizenship
: Filipino
Religion
: Roman Catholic
Visa Status
: Tourist Visa
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