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	CAREER SUMMARY

	Effective proven performer who is full of energy and is seeking out challenging growth and opportunities with unique ability in the following areas:

*Strong interpersonal skills                              * Good communicator                           * Excellent Team Player
*Excellent organizational skills                        * Problem solving

	PROFESSIONAL PROFILE

	
· More than 4 years business process associate handling team’s different function
· More than 6 years as team’s trainer handling various task such as:
· Main contact person for Accounts Payable concern within the team’s transaction
· Main contact person to BU Trainer counterpart 
· Handled work re-assignment/distribution
· Handled Queue management and monitoring
· Handled Work Volume, Capacity Report and Executive Report if necessary
· Handles escalation report and coaching
· Conduct meetings to disseminate announcement/updates/escalation and/or process calibration
· Identify and conduct training based on training needs analysis and offshore if necessary
· Identify opportunities for training and process improvement recommendations 
· Creates Training plan and schedule that fits to training needs with constant communication to our BU counterpart
· Conduct skill-based trainings on various topics such as technical enhancements, upcoming event, product information and procedural updates to Manila and Canadian counterparts
· Handled monthly vendor Audit
· Participate in monthly CATCH completion
· Competent OIC (Officer in Charge) and serve as the team’s process expert 


	PROFESSIONAL EXPERIENCE

	
Manulife Financial
New Business and Underwriting – Support (Training and Quality Specialist) May 2013 – Present
· Appointed trainer from 2013 – managing minimum but not limited to below tasks;
· Primarily responsible for providing subject matter expertise to the team, so that processing of mail, ordering requirements and communications are all handled timely and professionally
· Handled New Hire/ Cross Training and Function Refresher Training Program
· Work hand in hand with the team leader to develop training programs and plans for the team or a certain individual
· Conduct team quality checking and audits
· Create and maintain team’s training plan and schedule for all functions
· Communicate any training and development programs to the BU 
· Handled completion for OSCA requirement – Training level
· Conduct Skills Verification, Training Calibration– essential to gauge team’s knowledge to a specific function
· Conduct QC Calibration - To calibrate and identify gaps between Trainer and QC'ers level of QC
· Conduct process review and process proposal  - to be review and approve by the BU
· Back up processor
· Back up OIC (Officer in Charge)

· Other competencies  acquired
· In depth knowledge in using MS Office application
· Knowledgeable in using Workday 
· Knowledgeable in using Taleo
· Knowledgeable in using OPT monitoring
· Knowledgeable in handling Quality Audits and Training Facilitation
· Strong Organizational and Time Management Skills
· Strong Analytical and Problem Solving Skills
· Highly Adaptable and Resilient to changes 
· Can effectively work individual or in groups
· Proven proactive in all possible working aspects 
· Maintains a professional and confidential approach while working with employee data 


	
Manulife Financial
Business Process Associate, March 2009 – May 2013
· In depth knowledge in Managing team’s different function such as;
· Produces work results that meet productivity and quality expectations
· Processing, receiving, invoicing and investigating mail/unmatched mail
· Orders medical requirements as requested by the underwriter
· Requesting and preparing requests to other insurance companies
· Creating client correspondence to communicate the state of the underwriting process including medical decline letters
· Ordering of client’s medical and non-medical application requirements through our approved vendors
· Receiving of underwriting requirements sent via email, canned and faxed mail from doctor’s offices, clients, advisors and vendors
· Downloading of ordered requirements from vendor sites
· Indexing of delivery requirements
· Processing returned contracts as Not Taken and related letter creation
· Processing of returned mails or letters
· Processing of invoices and preparation of cheque requisition requests
· Cancelling and reissuing of stale dated cheques in E-Treasury
· Closing of policies including letter creation for head office close requests and for declined and postponed policies
· Assigning of new business notifications to the field (HUB branch only)
· Quality checking of transactions processed by their peers





	
Robinsons Retail Group
Accounts Payable Assistant, May 2008-Oct. 2008
· Handle computations/ payments for the employee and third party concessionaire
· In charge in managing document from gathering to inputting of information to data base
· Key person in managing and filing billing and collections record per branch
· Successful contributor in making systematic approach in managing and filing of document per branch, which can be one of the tool that can be used afterwards


	
Philippine Long Distance Telecommunication – (PLDT)	
Office Assistant, Oct – Dec 2007
· Input customer’s information to data base
· Call and check telephone line of the customer as part of monitoring
· Conduct investigation to provide possible cause and solution to customer’s query
· Appointed as the key contact in Managing the data base – especially for monitoring purposes


	EDUCATION

	
Central Colleges of the Philippines
Bachelor of Science in Business Administration – major in Management
S.Y. 2004-2008
· Member of JMANA – Junior Management Association

Dona Josefa Jara Martinez High School
High School
S.Y. 2000-2004

	Technical/Functional Competencies

	Training Attended                                                                          Date completed
· Presentation Skills                                                                          July 2013
· Personality Development                                                             August 2013   
· Train the Trainer                                                                            November 2013
· FAL – Facilitating Adult Learning                                                 December 2013
· Business Process Management Notation                                   April 2014
· Effective Business Writing	                                                           June 2014
· Basic Excel                                                                                       May 2015
· Basic Sharepoint Training                                                             September 2015
· Fraud Awareness Training                                                            March 2016
· BPMN for CII Process Mapping                                                    April 2016
· Compass Workshop                                                                       May 2016
· Productivity Tracker Training                                                       June 2016
· MBPS Operations Standards 3.0 Roadshow                              September 2016
· Lean Basics                                                                                      October 2016
· CATCH Workshop                                                                           November 2016
· Time Management and Productivity                                          May 2017      
· Vendor Audit                                                                                   May 2017
· My Career Workshop                                                                     July 2017
· Business English Grammar                                                            May 2018
· People Leader Series: Problem Solving Skills – Dry Run          August 2018
· Awarded as Little Team Lead                                                       December 2018
· Awarded as Best Motivator                                                          December 2018
· Awarded as Little Team Lead                                                       July 2019
· Awarded as Little Team Lead                                                       August 2019
· 100 day Challenge Member: (NB Specialist Role)                    August 2019
· NBUW: Performance Enablement –                                           October 2019
( Opportunities to Reach Beyond (Individual Contributors)
· Obsess with Customer                                                                  December 2019
· [bookmark: _GoBack]Awarded as Little Team Lead                                                       December 2019
· VSMART Online Tool                                                                      January 2020



	
Tools Experience

	
· Target
· Arrow
· Outlook
· Blog – APS and Support Community
· AWD
· E-Treasury
· Trackers
· QUIA
· CLAS
· One Note
· Skype
· Lotus Notes
· Yammer
· MS Office tools
· Workday
· Avaya
· VSMART
· APJETS


	


	Character Reference

	
Available upon request



