

Maribeth S. Monteras

Objective: To actively contribute and impart my experience to the development and growth of  

                 the company and to work diligently with a challenging position where my knowledge, 

                 experience and skills can be utilized.
Professional Experience:

PATIENT SERVICE ASSOCIATE EXECUTIVE      January 2015 – Present 

                                                                             Changi General Hospital 2 Simei Street 3 
· Assist patients and next of kin to explain the Care Cost Form or the estimated Hospital bill.
· Handle making patient’s appointments, arranging billing, providing referrals, handle complaints, working with insurance providers and do the financial counselling.
· Make sure all the documents are complete to be able to update the insurance providers.

· Checks the bill if the days of stay are correct as well as all the procedures done by patient.
· To call the company and ensure to issue a Letter of Guarantee for patients who is under work permit status.
PASSENGER SERVICE OFFICER             Aug 2012 – 15 March 2014                   DNATA   







              Changi Airport,Singapore      
· Handles and control everyday flights, ensures that there is no discrepancies on all the passenger documents such passport, visas and other travel documents
· Make sure all baggage are tally 
· Check all special handling requests such as meet and assist, wheelchair, unaccompanied minor, special meal request, and other important things.

· Ensures catered enough meals on each flight.

· Pre assign seat those families especially with infant, children, elderly and those who has special cases.
· Prepare all Pre and Post documents for records. Once the flight departs send the final reports to all concerns

PASSENGER SERVICE AGENT    July2010 – Aug2012

DNATA









                  Changi Airport, Singapor
· Posted at Cathay Pacific Air Lines counters, checking-in passengers and ensure right procedure is carried out
· Double check passenger’s tickets to ensure accuracy of ETD, destination and other requirements needed 
· Ensure that all check in luggage are properly tagged

· Assist and advise passengers of all necessary information needed for the flight
CUSTOMER SERVICE OFFICER   July 2005 – Oct 2009      Drs. Nicolas & Asp Center
CUM ADMIN STAFF





 Jumeirah 3, Dubai, UAE

· Assists and schedule the daily appointments of all the Physicians on duty with all the clients.

· Receives and records all complaints for immediate action by department concern.

· Files clients medical history for future reference.

· Answers phone inquiries by the clients and promote company’s offered services at the same time.

· Does secretarial job from time to time as needs arises

· Handles cashiering job (Cash, Cheques & Credit Cards) for all paying clients

· Prepare and Handle medical & Dental insurance for the clients. Make sure diagnosis/cases are covered by the Insurance Company.
SR. RECEPTIONIST
       Feb. 2002 – June 2004
           Norwegian Cruise Line - USA

 






           Florida, United States of America

· Reception Desk Team Leader.

· Mainly responsible for the training of the new staff and ensuring the smooth operation of the reception desk.

· Ensures that correct procedures are adhered to and that receptionists are giving out correct and consistent information to the guests.

· Handles guest complaints and deals with complex situations. Also represents the management if not available.

· Ensures that reception desk is always replenished with complete supplies needed for the operation.

· Oversees the Lost & Found procedures according to company policy.

· Safekeeping of cash floats to handle currency exchange and cashing out of traveler’s checks.

· Responsible for giving accurate and consistent information to guests in an efficient and courteous manner.

· Keeps and records guests complaints to the Complaint Logbook for follow.

· Completes irregularity reports for guest satisfaction.

· Answering phones and directing calls to pertaining department
BUS. CENTER SECRETARY        Aug 2000 – Jan. 2002      New World Renaissance Hotel








         Makati City, Philippines

· Assists guests in all secretarial jobs such as sending and receiving faxes, e-mails, document typing, courier services and photocopying.

· Prepares important documents that coursed through Business Center for hotel VIP guests that need secretarial assistant.

· Also relieves / assist the receptionists during the busy hours

MEDICAL CLERK                  Feb. 2000 – August 2000            Ayala Health Care Center

      







      Makati City, Philippines


· Tasked to answer all phone calls for clients inquiries for verification of different accredited hospitals by the company around Metro Manila.

· Assists nurses to facilitate and evaluate different Medical cases for final approval.

· Assists all clients for completing all necessary documents for their claims. 

AREA SALES STAFF                1998 – 2000
                            Nissan Car Lease Phil.









    Shangri-la Hotel Makati









    Makati City, Philippines

· Reserves and dispatches Limousine cars for in-house guests.

· Assists guests for pick-up and drop-off from and to different locations around Metro Manila and its nearby provinces.  

Educational Attainment:

School Year 1994 – 1998

Lyceum of the Philippines

Intramuros, Manila

Philippines
Degree Earned:  Bachelor of Science in Foreign Service



 Major in International Trade

Personal Data:

Date of Birth
: April 19, 1977

Place of Birth
: Ususan, Taguig, Metro Manila, Philippines

Civil Status
: Married

Height

: 5’ 5’’

Weight

: 113 lbs.

Hand Phone: +65 82184178


E-mail Address: � HYPERLINK "mailto:beth_monteras26@yahoo.com" �beth_monteras26@yahoo.com�





Address: Blk  212 Yishun Street  21 09-149


Singapore 760212








