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CURRICULUM VITAE
JULIETA 
Julieta.4324@2freemail.com 
Tel No. C/o 0505891826
Career Objectives:

To be able to apply the knowledge, skills and experiences gained to  position I am applying for and to contribute to the growth of the company. 


 

WORK EXPERIENCE :

Company  :   Philippine Health Insurance Corp.

Position     :  Data Encoder Controller

                    March 1, 2005 to July 14, 2008

Duties and Responsibilities :

- 
Encodes data claims and generates validation reports and confinement journal for review.

- 
In-charge of mailing of Notice of Defective claims.

- 
Receives and assess documents re payments of Philhealth membership for landbased workers.           

- 
Answers queries on medical benefits of member OFW's/dependents.

-
 Encodes data of Philhealth-member OFW's.

- 
Retrieves file copies of re-filed claims for processing.

- 
Retrieves file copies of denied claims.

- 
Maintain file copies of returned claims for completion of documentary requirements to originating hospitals, doctors and members.

- 
Updates master file of the PHIC accredited Hospitals and Doctors

Company  :  Overseas workers Welfare Administration

Position    :   Data Encoder/ Clerk IV


         April 7, 1997 to Feb. 28, 2005

Duties and Responsilibities  :
- 
Assists in verifying applications of OFW's eligible for medicare membership.

- 
Assists in filing Medicare Eligibility Certificates of Overseas Filipino Workers.

- 
Receives incoming/outgoing communications.

- 
Encodes Medicare Eligibility Certificate

- 
Issues promissory notes to OFW's who could not pay the medical premium. 

- 
Endorses copy of promissory notes to the Accounting.

- 
Do all pertinent clerical works.

Company  : Cinderella Marketing Corp.

Position     : Marketing Assistant

                   Feb.15, 1996 to Sept. 30 1996

Duties and Responsibilities  :
- 
In-charge in handling perfumes, toiletries and other branded cosmetics.

- 
Monitors the daily and monthly sales of the products in all Cinderella branches.

- 
In-charge in the preparation of purchase orders of perfumes, toiletries and other branded cosmetics and other imported items.

- 
Do all pertinent clerical works.
Company  :  Mc Donald’s Philippines – Robinson’s Galleria

Position     :  Service Crew

                    Jan. 1994 to Feb . 1995

Duties and Responsibilities  :
-         Assists in the preparation of all Mc Donald products.

-         Acts as a cashier.

-         Assists in attending the needs of the birthday celebrant and guests.

-         Assists in maintaining the orderliness and cleanliness of the store.

-         Assists in providing the needs of the customers.      

Company  : Focus System and Technology

Position     : Secretary/Clerk


        June 1995 to Dec. 1995

Duties and Responsibilities  :
- 
Handles the filing of office documents.

- 
Receives incoming/outgoing communications.

- 
Assists in marketing the company’s products.

- 
Does other related office works.

SKILLS:

Computer Literate with experience in using Microsoft Office 2003 (Word, Excel and Power Point) and with typing speed of 45 words per minutes.

EDUCATION:


College : Siena College/Quezon City 

              BS Hotel and Restaurant Management                                                                                                                                         

 
 1992-1995 ( 4th year undergraduate )
Vocational : Santa Isabel College/Manila

                   Two years Jr. Secretarial Course                                  


1990-1992

PERSONAL INFORMATION:

Birthday      :    August 04, 1972

Birthplace    :   Manila, Philippines

Civil Status  :   Single

Religion       :   Roman Catholic

Passport Expiry  :  14th October, 2010

References are available upon request.
I hereby certify that all information given are true and correct to the best of my knowledge and ability.

JULIETA 
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