MYLENE T. ENRIQUEZ
0062 Lions Road, Dalisay Optical, Barangka Ilaya, Manadaluyong 
Email address: my.enriquez@yahoo.com
Contact #:  +639380528175



WORK HISTORY



Provider Service Guide – Devoted Health
Access Healthcare
6/Floor, Unit B, One World Square, McKinley Hill, Taguig City 163
July 22, 2020 – Present
· Handles eligibility Inquiry
· Confirms provider network Status
· Handles claims Inquiry


Assistant Operator
Innolux Corporation
Tainan City, Taiwan ROC
June 22, 2017 – November 11, 2019 

· Handles machine operation for panel test
· Do visual physical panel inspection
· Assist with all other functions (packing, protective film, etc)


Reservation Specialist – Spirit Airlines
C3/Customer Contact Channels
11th Floor 3030 Rizal Drive West cor. 31st St., Bonifacio Global City 1634 
Taguig City Philippines
January 03, 2014 – Jan 04, 2016

· Assisting customers with airline ticket over the phone
· Assist passengers with online reservations (adding ancillary services, online check in and        printing of boarding pass) 
· Educate passengers about charges for ancillary services like baggage and pre- assigned seats
· Assist with cancelling or rebooking tickets and discuss fees or charges involved      in modifying          or cancelling tickets
· Educate frequent flyers on how mileage works (signing-up, earning, redemption)
· Providing options available when flight is impacted with IROPs
· Making passengers aware of terms and conditions of reservations as well as frequent flyer program and membership which help customers take advantage of lower rates of tickets and extra service like bags.


Customer Service Advisor - TMUK
WNS Global Services
9th 1880 Bldg, Eastwood City
Libis, Quezon City
May 2012 – January 2013

Duties and Responsibilities:
· Advice customers’ of the services covered in their plans and scope of allowances their tariffs offer.
· Updates customers’ demographic information if necessary / upon request.
· Assist customers in changing price pans
· Process payments over the phone
· Advice customers accordingly regarding billing issues/disputes and bill charges.
· Process subsidy PIN or unlocking code requests.
· Advice handset/equipment delivery status.


Customer Service Associate
Health Care Account
Results Manila Inc.
2ndF 1880 Bldg, Eastwood City
Libis, Quezon City
Oct. 2010 – February 23, 2012

Duties and Responsibilities:
· Educate members of the medical services covered by their policy.
· Assist members in identifying providers within the plan’s network.
· Updates members’ demographic information if necessary / upon request.
· Assist callers’ in identifying which drugs are covered in the plan’s formulary.
· Assist providers in identifying claim status.
· Educate providers in filing dispute or appeal.
· Escalate issues for claim rejection if providers disagreed with rejection reason.
· Advise providers’ beneficiaries’ eligibility status and benefits covered by members’ policy.
· Provides authorization status to both members and providers.
· Inform providers of the timeframes for all types of request.


Export Marketing Officer			
VY Domingo Jewellers Inc
#35 Emerald St, Millionaires Village
Quezon City, MM
June 2009 – December 2009

Duties and Responsibilities:
· Prepare Job Order
· Prepare Weekly Tracking Sheet
· Prepare Shipping invoice for order shipment
· Answer clients’ concerns and inquiries through email
· Create jewelry descriptions for online selling
· Customer service thru email

EDUCATION


College			:	Carlos Hilado Memorial State College
		Mabini Street, Talisay City, Negros Occidental
Year Attended	:	School Year 2005-2009
Course	:	Bachelor of Science in Information Management

High School	:	Dr. Antonio A. Lizares Memorial High School
		Brgy. Dos Hermanas, Talisay City, Negros Occidental
Year Attended	:	2001-2005

Elementary	:	Dos Hermanas Elementary School
		Brgy. Dos Hermanas, Talisay City, Negros Occidental
Year Attended	:	School Year 1996-2001



References will be available upon request.
	

  I hereby certify that the above information are true and correct to the best of my knowledge and belief.


							MYLENE T. ENRIQUEZ
                                                               	    	    	Applicant Signature
