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     Contact Number: +639226638968
     E-mail: everlyann_paragas@yahoo.com
     Age: 38
     Height: 5’0”
     Weight: 55kgs. 
     Civil Status: Married
     Religion: Iglesia Ni Cristo
     Language: English / Tagalog


	PROFESSIONAL SUMMARY

   Experienced Account Associate with more than 15- year record in Billing and Collection combined with solid understanding of processes and procedures. Proficient with wide variety of  collection software applications. Resourceful Accounts Receivable clerk known for excellent account management skills. Knowledgeable in ledger verification with great customer service skills. Meticulous and enterprising worker dedicated to excellence.


SKILLS

Multitasking					Customer Oriented
Responsible/ Dedicated			Basic computer operation
Fast learner

ON THE JOB TRAING


       FIRST MACRO BANK (New Accounts)
       Pateros, Metro Manila

WORK EXPERIENCE


       THE MEDICAL CITY	
       ACCOUNT ASSOCIATE- (Accounts Receivable) (2006-Present)
       Ortigas Avenue, Pasig City, Metro Manila Philippines

· Make daily collection calls and/ or correspondence in a fast paced goal oriented.
· Processing and submission of claims. 
· Provide customer service internally/externally regarding collection issues, process refunds, review account adjustments, resolve client discrepancies and short payments.
· Responsible for monitoring and maintaining assigned accounts-customer calls, account adjustments , small balance write off, reconcilliations and processing of credit memos.
· Perform other assigned tasks and duties necessary to support accounts receivables departement. Enlist the efforts of senior management when necessary to accelerate the collection process.
· Ensure client/ patients were getting their invoices in a timely manner to remit payments timely. 
· Investigated billing discrepancies and implemented effective solutions to resolve concerns and prevent future problems.
· Posting payment on a daily basis accurately.
· Gathered information to produce accounts payable reports for review.
· Facilitates payment of invoices due by sending bill reminders and contacting clients.
· Assisted patients without healthcare coverage to find resources and assistance needed through government agencies/programs.
· Responded to more than 20 telephone calls and/or emails each day, answering questions about specific concerns, taking payments and collecting information. 
· Prepares Monthly Accounts Receivables Reports based on Aging. 

EXTRAORDINARY DEVELOPMENT CORPORATION
4/F Westar Bldg. Shaw Blvd. Mandaluyong City
COLLECTION DEPARTMENT (Documentation and Credit Investigation Staff)  Year 2003- June 2006

· Check the accuracy of clients requirement in availing property base on the list of income documents to be submitted.
· Ensures the authenticity of documents submitted.
· Interview client and co maker's regarding personal background and income proof.
· Contact client's employer and ensure the authenticity of client's information.
· Submit all the necessary documents for processing of loans that has been approved. 


SEMINAR ATTENDED:



       COLLECTIONS "with a smile"
       The Medical City
       January 28, 2015

COMMUNICATIONS within teams 
 The Medical City
April 14, 2021

COMMUNICATION with confidence and emphaty
The Medical City
April 19, 2021


EDUCATIONAL BACKGROUND: 


Tertiary
JOSE RIZAL UNIVERSITY					                                      (1999 - 2003)
Shaw Boulevard, Mandaluyong City
Course: Bachelor of Commercial Science Major In FINANCE

Secondary
 	Rizal Experimental Station and Pilot School of Cottage Industries                    (1995-1999)
	Maybunga, Pasig City

Primary
	De Castro Elementary School					                           (1988-1995)
	Sta. Lucia, Pasig City


CHARACTER REFERENCES:


	Mr. JONELL N. JARITO
Ayala Land Corporation
Branch Manager
Contact No.: 09981568012

Ms. ANNALIZA P. VILLANUEVA
       The Medical City
Collection Assistant Manager
Contact No.: 09178245890

Ms. ANA LIZA S. SOLOMON
Sigma Motors
Manager
Contact No.: 09158168386




	I hereby certified that the above information are true and correct to the best of my knowledge and belief.
 
________________________
EVERLY ANN P. PASAG
Applicant
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