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Professional Summary:
A motivated, adaptable and responsible team player seeking a mid-level position in an organization or company which utilizes organizational, administrative, technical, analytical and communication skills. 

While completing my degree, I successfully combined my studies with work and other commitments showing myself to be self-motivated, organized and capable of working under pressure. I have a clear and logical mind with a practical approach to problem solving and a drive to see things through to completion. I enjoy working on my own initiative and in a team.  I am reliable, trustworthy, hardworking, independent and self-motivated professional with excellent research and communication skills.
From my six years of experience in working in business process outsourcing industry, I have developed a stronger sense of urgency, became more detail-oriented and more focused on providing positive customer service and high quality results from responding to a high inbound-call volume. I have played an active role in responsible customer-handling tasks and was able to generate solutions and ensured timely expedition of customer requests with minimum supervision. The experience has given me an enlightening appreciation of the integral part of establishing a harmonious relationship with colleagues and all individuals to continue to keep a healthy work environment.
	Educational Background:


Bachelor of Science in International Relations Major in Diplomacy
Lyceum of the Philippines University (Manila, Philippines) 

Graduation Date: April 2011

Employment History: 
Healthcare Insurance (Aetna) Claims and Benefits Specialist
June 2011- March 2016 (4 years and 9 months)
· Handled claims and benefits inquiries.

· Reviewed a client's claim in order to determine whether or not they are covered under a policy
· Answered inquiries by clarifying desired information; researching, locating, and providing information
· Assigned to answer supervisor-seeking medical doctors, hospitals’ billing head, clinics’ personnel callers
· Handled complaints and appeals, provided appropriate solutions and alternatives within the time limits and followed up to ensure resolution
· Resolved problems by expounding issues; researching and exploring answers and alternative solutions; implemented solutions; escalated unresolved problems 

Telecommunications (Sprint) Customer Care Representative
Teleperformance
May 2007 – May 2008 (1 year)

· Effectively managed large amounts of incoming calls 
· Identified and assessed customers’ needs to achieve satisfaction
· Provided accurate, valid and complete information by using the right methods/tools
· Specified troubleshooting instructions

· Oversaw billings and payments

Clerical Assistant

Department of Foreign Affairs 
October 2010 – March 2011 (6 months) 
· Answered, directed and made phone calls

· Distributed messages/memo
· Organized and scheduled appointments/meetings
· Handled inquiries and incoming work requests

· Reviewed files and records to answer requests for information

· Checked and distributed documents and correspondence

· Received, sorted and disseminated incoming mail

· Maintained filing systems of confidential documents
· Compiled records of office activities

· Monitored and ordered inventory of office supplies
	Accomplishments:


· Awarded for being “Employee of the Year” in December 2014
· Promoted to Senior Claims Specialist in June 2012 after 12 months with the company for excellence in service.
	Personal Particulars:


Born 30th of September 1988 in Metro Manila, Philippines; Single; speaks English, Filipino and Elementary Spanish.
	Skills and Qualifications:


· Competent at managing responsibilities in a high-volume atmosphere 

· Ability to work in a fast-paced, intense environment smoothly

· Skilled at interacting with customers of all socioeconomic backgrounds

· Experienced in customer relations

· Resourceful in solving problems and maximizing resources

· Hard worker, quick learner, and ability to assume responsibility
· Responsible, efficient, and flexible

· Competent and reliable professional, committed to top quality work

· Ability to elicit confidence and build rapport
· Strong administrative and organizational skills  

· Excellent decision making and problem solving skills  

· Work effectively both as team member and independently  

· Meticulous worker; attentive to quality and detail

· Able and willing to assist co-workers, supervisors, and clients in a cooperative manner

· Committed to providing total quality work

· Dependable employee with common sense and a variety of skills

· Work well under pressure to meet deadlines
· Excellent communication and inter-personal skills

· Perform effectively despite sudden deadlines and changing priorities

· Proven ability to identify, analyze, and solve problems

· Highly reliable self starter; can be counted on to complete assignments
· Versatile and multi-skilled person
· Proficient in latest Windows Operating System, Microsoft Productivity tools (i.e. MS  Word, Excel, PowerPoint and Outlook) 
· Work cooperatively with a wide range of personalities

· Proven ability to gain customer’s confidence and trust
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