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Objectives 
Performance-oriented, smart professional and experience in business. Looking a reputable organization where my skills will be fully utilized.

Experience
Claim Support Officer
 - GI Payments ▪ October 15, 2019 – Present
QBE GSSC LTD – Manila Philippines Three/Neo Bldg. (Formerly: Netcube Bldg.) 30th St. cor. 3rd Ave., Bonifacio Global City, Taguig City 1634
· Receive, record, and process all incoming insurance claims for assigned area.
· Interpret basic policy coverage's and determine if coverages apply to claims submitted, escalating issues as needed.
· Set reserves and raise payment within scope of authority.
· Settle claims in the most cost-effective manner, ensuring timely issuance of disbursements.
· Identify suspicious or potentially fraudulent claims, notifying supervisor, arranging investigation, and briefing solicitors if further action is to be taken.
· Ensure compliance with QBE policies, procedures, and relevant legislation.

AO5 - Admin Officer
 ▪ December 18, 2017 – October 14, 2019
QBE GSSC LTD – Manila Philippines Three/Neo Bldg. (Formerly: Netcube Bldg.) 30th St. cor. 3rd Ave., Bonifacio Global City, Taguig City 1634
· Receives, records, and processes all incoming email for non-life insurance business.
· Interprets basic policy coverage and determines if coverage applies to claims submitted.
· Set reserves and authorizes payment within scope of authority. Settles claims in the most cost-effective manner.
· Identifies suspicious or potentially fraudulent claims.
· Identifies and resolves any issues and/or anomalies that are non-compliant regarding policy procedures.
Claims Officer ▪ June 1, 2015 – December 17, 2017
QBE GSSC LTD – Manila Philippines Three/Neo Bldg. (Formerly: Netcube Bldg.) 30th St. cor. 3rd Ave., Bonifacio Global City, Taguig City 1634
· Utilized various methods to reconcile account discrepancies.  
· Researched discrepancies and updated accounts with accurate information. Tracked inventory and maintained accounts. 
· Resolved reconciliation discrepancies in a timely manner. 
· Reported all issues to supervisor as needed.

Customer Service Representative / Technical Support Representative (TIER 1) ▪ Feb 2013 – May 2014
StarTek Phil., Inc ▪ Silver City 3 Frontera Verde Brgy. Ugong, Pasig City
· Independently consulting customers with billing, phone, and contact renewals, while multi-tasking to gain solutions.
· Provided customer with important decisions about accounts in escalated situation, within the company guidelines.
· Consistently providing excellence on every call with a 95% quality rate and several customer compliments
· Stayed informed on competitions products, prices, and promotions in an ever-changing work environment.
· Applied technical knowledge with customer relationship skills to troubleshot cable, internet, and phone issues through one-call resolutions, establishing a long-term Comcast customers relation and listening experience, thereby achieving a performance scorecard of 100%
· Provided on the phone training for new systems for customer data devices. 
· Assisted with technical support for data devices such as: wireless devices (modem, mobile phone, laptops, and desktop computers, etc.) and other devices.
· Conduct customer needs analysis to recommend value driven Comcast products and in turn exceeded monthly sales objectives, outperforming quota by an average of 20%

Photo Agent ▪ Nov 2012 – Feb 2013  
SL Temp Inc. (Gracall International Mnl – Piccadilly Star – BGC Taguig City) ▪ Polaris St. Bel-Air Makati City
· Oversee the indexing of all Online dating site scan made in the archive.
· Develop systems to traffic both film and scans in a timely, efficient manner through selection, scanning, indexing, and digital delivery.
· Create sets of images targeted to the needs of both internal and external clients.
· Response to time sensitive request from clients for image research
· I established photo best practices for the team and was responsible for the visual’s social created by the desk.
· Adhere to images copy write laws, usage, and license agreements.
· Maintain digital asset management system.
· Research and curation of photography for guidebook, slideshows, articles apps, and eBook
· Maintained multiple destination galleries that were heavily promoted across the service, garnering millions of page views.

Document Specialist / Proofreader ▪ Jan 2011 – Jun 2011
EGSI (RR Donnelley) ▪ N Bldg. Shaw Blvd., Mandaluyong City
· Validated the work of case setup and research staff for quality assurance purposes.
· Trained and became certified in all processes that required middle-and end-stage validation.
· Learned how to locate necessary date processing information through the company’s main internet system.
· Served as a process owner and oversaw implementation of any changes to the process.
· Actively participated in updating work instructions and other vital documents
· Learned and complied with security policies to ensure proper distribution and protection of sensitive data.
· Proofreading pre-typed reports report, correcting grammar, and punctuation, as well as terminology utilized

Account Executives ▪ May 2009 – Jun 2010
Amada Resources & Marketing Solutions (SkyCable) ▪ Santolan, Pasig City
· Responsible for winning back lines from the competition, duties included cold calling, door knocking and prospecting customers. Target customers were small to mid-market accounts product won back include voice, broadband, and cable. 
· Responsible for pricing, contract preparation and implementation of services acquired.
· Created new sales strategy, which resulted within the Metro Manila South Region (Makati, Manila, Pasig, Taguig, Pasay, Parañaque, and Las Piñas)
· Responsible for the sale of integrated communication structure to small-to-medium sized business customers. 
· Develop relationship with individual business and the community.

Branch Head ▪ Jan 2008 – Oct 2008
Utility Solutions Inc. (Maynilad Water) Cavite Branch ▪ Batangas City 
· Managed technical and administrative operations for Meter reading of Maynilad Water – Cavite branch.
· Assume overall responsibly and management of the branch performance in attaining growth and profitability.
· Areas of coverage for Meter reading (Bacoor City, Imus, Cavite City, Rosrio, Noveleta, Kawit and Las Piñas) and matching client’s inquiries for various activities result. 
· Rental contracts endorsement, payment and invoices, collection of payment and settlement of disputes.
· Hired, on-boarded and trained new employee increasing team size.
· Relocate office and personnel with no interruption (or impact) in business.
· Defined requirement for CRM data input and reporting
· Manage the branch daily operations within the context of the budgeted guidelines and objectives.

HR Clerk ▪ Jul 2006 – Dec 2006
CIBI Information Inc ▪ BDO Tower, CBD, Paseo De Roxas Ave., Makati City 1200
· Provide clerical support to the Human Resources Department in maintaining files records, 
· Processes employment applications, gathers and distributes information. 
· Updating personnel records through file maintenance. 
· Assists in sourcing applicants by scheduling them for job interview.
· Also helps in data gathering of alumni databases from different colleges & universities in Metro Manila for recruitment purposes.
· Coordinates with school representatives to gather alumni databases through telephone calls and does fieldwork to personally get alumni lists. 

Production Operator / QA ▪ Jun 2002 – Jul 2005
Subic Bay Apparel Corp. ▪ Naval Magazine, Subic Bay Freeport Zone, SBMA - Olongapo City 2200
· Prepare and process all raw materials for each season. Ensuring everything is recorded and correct before the start of production. Working through any additional or late add-ons.
· Grow and maintain relationship with different department to ensure products are maintained at high quality and delivered within deadline.
· Ensure highest accuracy in job creation to insure no waste of materials.
· Maintain efficiency and accuracy in highly fast paced environment while keeping cooperation and communication open with fellow employees and supervisors.
· Train and develop the Production Assistants role and help priorities workload, as necessary.

Organization Affiliation:
Acting President
March 2021 – Dec 2021
Bukid Homeowner’s Association Inc.
Sitio Bukid Calapacuan, Subic Zambales 2209
Skills
· People’s management, Teaching, Leadership, Goal Oriented, Integrity and Time Management
Education
Rizal Technological University
2018 Present ▪ BSBA major in Operations Management
Boni Campus, Mandaluyong City
Network Computer and Business College (Closed)
2000 – 2002 ▪ Associate in Information Technology
1999 – 2000 ▪ BSBA – Undergraduate
Olongapo City 
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QBE Team Lead - Recovery
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