Arielle James F. Portuguez
Block 3 Lot 7 Aguahan Village Perfecto Drive, Bagumbayan, Taguig City
Contact Number: +639688517851
E-mail Address: ajportuguez@gmail.com


Career Objective:
To obtain a position that would best fit my qualifications and develop further my talents and skills for continuous career development.


Personal Information:
Date of Birth:	May 24, 1995		Height:     170 cm.
Place of Birth:	Taguig			Weight:    141 lbs.
Religion: 	Roman Catholic		Age:	    26 yrs. old
Nationality:	Filipino			Civil Status: Single


Work Experience:
Senior Process Associate - Tata Consultancy Service Inc
Microsoft Account – Retail Incentive Program (August 2018 – present)
· Monitor day to day gatekeeping queues.
· Create a program letter for all participating partners.
· Process all claims submitted and reconciliation of payments.
· Maintain internal and external trackers.
· Participate in a weekly conference with clients.
· Create a weekly report for the clients and stakeholders.
· Participate and contribute for every potential process automation.
· Conduct process training for the new joiners. 
· Ensure quality services for all transactions and inquiries.

Microsoft Account – Independent Software Vendor Validations (September 2016 – July 2018)
· Validate deals/ documents for each partner.
· Conduct quality check for team members.
· Participate in a weekly conference with clients.
· Maintain internal and external trackers.
· Provide Daily/ Weekly and Monthly Production Report.
· Conduct process training for the new joiners. 


Skills and Qualifications:
· Knowledgeable MS applications (Word, Excel, PowerPoint, Outlook, One Note)
· Knowledgeable SAP Tool, Power BI, SharePoint.
· Able to do tasks with minimal supervision.
· Able to finish task within given time frame.
· Able to work under pressure and provide quality works.
· Able to collaborate with open to and accepting new ideas with colleagues.
· Able to adapt new changes and opportunities.
Educational Attainment:
Tertiary:	Taguig City University
		Extended Education Services – Teaching Units		
Gen. Santos Ave., Upper Bicutan, 1633 Taguig, Philippines
		June 2018 – May 2019

Taguig City University
		Bachelor of Science in Office Management
		Gen. Santos Ave., Upper Bicutan, 1633 Taguig, Philippines
		June 2012 – May 2016

Secondary:	Dr. Arcadio Santos National High School
		East Service Road, Parañaque, Metro Manila, Philippines
		June 2007 – April 2011

Elementary: 	C.P. Sta. Teresa Elementary School
		M.L. Quezon, Bagumbayan, Taguig City, Metro Manila
		June 2001 – April 2007


Character References:

Charito Tolentino 
Operation Manager
Tata Consultancy Services Inc.
+639164874606

Doone Jove
Brand Owner/ CEO
Kineza Beauty Essentials
+639496724640

Michelle Lorzano 
Senior Software Engineer
St. Luke’s Medical Center
+639282695057








I hereby declare that all the above information is correct and accurate.



Arielle James F. Portuguez
