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WORKEXPERIENCE
Position:
Administrative Officer
Date ofemployment:
August 2009 to January 2015
Employer:
SID Finishing and Fit-outCompany
New Panaderos Street Santa Ana, Manila
Job Description:
1. Organize meetings and functions;
  2. Manage all incoming and outgoing correspondence as well as phone call, facsimile,and electronic mail traffic;
3. Maintain all personal and professional files and records;
4. Perform otherrelated duties, required and assigned;
5. Manage all household payables and receivables;
  6. Prepare requisitions,purchase orders,reports,resolutions, routine documents,and otherforms of communications.
7.  Maintain records,prepares reports,andcomposes correspondence;

8.  Renderservice to otherfunctions within the organization.

Position:
Collection Link Representative
Date ofemployment:
August 2007 toApril 2009
Employer:
JANTCORE Processing
8/F Marvin Plaza Building
Chino Roces Avenue, Makati City
Job Description:
1. Reviewandanalyzeclientrecordstogetafullunderstandingofhistorical data and insurance details;
2. Contact by phone insurance providersto verifycoverage;

3. Facilitate
and
negotiate
payment
of
claims
under
the
Worker's

Compensation Law ofCalifornia and process paperworks;
4. Maintaincompleterecordsonallaccounts,includingbutnotlimitedto detailed written documentationon status and outcome.

Position:
Technical Support Staff
Date ofemployment:
September2006 toDecember2006
Employer:
Department ofForeignAffairs -Passport Division
Roxas Boulevard,Pasay City
Job Description:
1. Receive applications for new passports,as well as renewal ofold passports;
2. Verify identity of applicants vis-a-vis list of persons with pending court cases and those held for departure by the Bureau of Immigration;
3. Encode new,lost and spoiled passport information,local and abroad;
4. Perform otherfunctions in the Office ofConsularAffairs,as may be directed by superiors.
Position:
General English Operator
Date ofemployment:
March 2006 to September2006
Employer:
E-Performax Contact Center
BPI Buendia Center
Senator Gil Puyat Avenue, Makati City
Job Description:
1. Assist  customers in placing a  call within the United States  to another country.
2. Identifycustomer-relatedserviceissuesandinitiateappropriateactionin
Order to prevent service complaints.
Position:
Credit and Collection Staff(Unionbank Account)
Date ofemployment:
April 2005 to March 2006
Employer:
CIBI Information Incorporated
Zapote St., Makati City
Job Description:
1. Contact by phone,those past due,and overlimitaccounts in orderto control delinquency rate and credit losses;
2. Identify credit runaways and otherhigh risk accounts for cancellation;
3. Refer account for early endorsements, restructuring, and field verification according to prescribedguidelines;
4. Identify delinquency related service issues and initiate appropriate action in order to prevent delinquency and service complaints;
5. Operate CARDPACand CARDPROterminals

Position:
Administrative Officer
Date ofemployment:
November2003 toApril2005
Employer:
OLSANConstruction andTrading, Inc./Studio ID Miranda Compound,Aguilar Avenue, Las Piñas
Job Description:
1. Organize meetings and functions;
2. Manage all incoming and outgoing correspondence as well as phone call, facsimile,and electronic mail traffic;
3. Maintain all personal and professional files and records;
4. Perform otherrelated duties, required and assigned;
5. Manage all household payables and receivables;
6. Prepare requisitions,purchase orders,reports,resolutions, routine documents,and otherforms of communications.
ON-the-JOBTRAINING
Position:
Front DeskOfficer
Date oftraining:
May 2003 –October2003
Trainer:
HE Ambassador Carmen Lynam
Embassy ofChile,17th Floor Liberty Center
H.V.Dela Costa St.,Salcedo Village,Makati City
Job Description:
1. Handle and encode visaapplications;
2. Submit weekly Philippine economic reports to the Consul General;
3. Assist the secretary in providing theAmbassador’s needs;
4. Attend telephone calls fortheAmbassadorand the Consul General;
5. Assist the Consul General’s Secretary in preparation forthe annual
Chilean Trade Mission;
6. Assist the Ambassador’s Secretary in preparation for the 193rdIndependence Day celebration of the Republic of Chile.
EDUCATIONALBACKGROUND & MISCELLANEOUS
Highest Education Level:
Bachelor of Science in Foreign Service
Field ofStudy:                       Diplomacy
Institution:
Lyceum ofthe Philippines
 Intramuros, Manila
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