
Michael Angelo Lagco
Blk. 8 Lot 35 Sonoma Residences Brgy. Sta. Cruz
Sta. Maria Bulacan
Mobile # 09190053852
mike17_gatz@yahoo.com
OBJECTIVE

To bring enthusiasm, dedication, responsibility, and good work to the organization. To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people.
WORK EXPERIENCES
ADA & ACA Processor (ADA & ACA Enrollment)
Billing and Collections
November2017- November 2018
Primary Functions:
Receiving /Assessment of ADA forms 

· Ensures that all received ADA/ACA forms were filled up

· All Documents including Retry form and proof of account are attached to ADA form

Encoding in CAS (upon receipt of ADA/ACA forms )

Preparing the ADA forms for sending to the bank

Tagging of successfully ADA enrolled accounts (Bank details )

Sending of notification to Advisors for ADA rejected enrollment (thru email )

Untagging of Autopay in the system for the ADA rejected enrollment - with remarks/assessment
PDC Custodian (back up)

Other Responsibilities:


· CMS Handling

· Back Up Team Projects – UAT

· Attend email queries

· Filing of forms

Post Dated Checks Custodian
Billing and Collections/Present
Manulife Philippines

Primary Functions:

PDC manual posting (endorsement)


Uploading of Matured cheques (daily)


PDC Reminder Letter/Replenishment Report/Notification 


Pull out of cheques


Encoding of newly submitted PDCs


Consolidating of newly submitted PDCs from branches


Mailing & Monitoring of invalid/ pull out cheques


Tagging/Untagging of PDCs


Reconciliation of feed file (newly submitted PDCs)


PDC monthly report


Monitoring/Mailing of Dropped/postponed/pending & excess checks.


CMS Logging & Closing of requests


Bounced check/s endorsement to banks consolidation team

Customer Service Representative
Customer Service Department
Philippine Prudential Life Insurance Company Inc.

September 2015 – July 2016

Concierge
Dubai International Hotel
Dubai Airports

October 2014- July 2015

Primary Function

Assisting Hotel /Connecting flight guests  to save time and to ensure that their connecting flight is convenient as possible throughout their stay.
Customer Service Representative
Western Union Money Transfer
VXI Global Solutions

September 2013- March 30 2014

Primary Functions:
Responsible for maintaining goodwill between Western Union and its Customers by answering questions, solving problems, and providing advice or assistance in utilizing the goods or services.
Technologies:

CSC Web

Soft Phone

Training Acquired:

Western Union Product Specifics
Tele Conservation Representative
Conservation Department
Philippine Prudential Life Insurance Company Inc.

October 2012 – August 2013
Primary Functions:
Handle outbound calls for lapse policies and reinstatement campaign.
Technologies:

Oracle, Premia
Training Acquired:

Marketing Conduct Guidelines (MCG)
Anti-Money Laundering Act (AMLA)

Customer Delight Training
Customer Service/Sales Representative
Customer Service
Philippine Prudential Life Insurance Company Inc.
October 17, 2011 – September 2012
Primary Functions:
Maintain goodwill between the company and customers by answering questions, solving problems, and providing advice or assistance in utilizing the goods or services.

Up selling is required after resolving Customer’s Issue.

Calling outbound for Sales.

EDUCATIONAL BACKGROUND
BS Hospitality Management 
Divine Word College of Legazpi 
Legazpi City, Albay
PERSONAL INFORMATION

July 13, 1991
Male

Single

30yrs old

CHARACTER REFERENCES

Emmanuel Maano
Jr. Assistant Manager II
BDO
09175326903
Maricor Nobleza Santos
Process Engineer
Manulife Philippines
09178164721


