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Jan Erick F. Elentores
3rd Street, St. Vincent Subdivision
San Carlos City, Negros Occidental
Philippines
janerick.elentores@ymail.com
0927 389 4572
                                                                                                                                                                                                              
Ojectives:
I am seeking a competitive and challenging environment where I can serve your organization or company and establish an enjoyable career for myself.

Personal Information:
Date of Birth: January 2, 1986
Place of Birth: San Carlos City, Negros Occidental
Civil Status: Married
Citizenship: Filipino
Religion: Roman Catholic

Educational Background:
Colegio de Sta. Rita
Bachelor of Science in Computer Science
San Carlos City, Negros Occidental
Graduated: March 2013

Riverside College
Bachelor of Science in Nursing
Bacolod City, Negros Occidental
Undergraduate: June 2003-October 2005

Colegio de Sto. Tomas-Recoletos
Secondary Education Level
San Carlos City, Negros Occidental
Graduated: March 2003

School of the Future
Primary Education Level
San Carlos City, Negros Occidental
Graduated: March 1999


Work Experience:
Stream Global Services
Customer Associate (October 2013-February 2014)
· Troubleshoot customer’s satellite radio
· Handles customer’s bill for their monthly subscription
· Handles customer’s inquiries about company’s new program, services and promos

San Carlos Bioethanol Incorporated
General Services Staff (November 2014-February 2015)
· Monthly Inventory for office supplies
· Maintain factory facilities and utilities
· Provide monthly schedule or daily shift for company’s drivers and janitors
· Book hotels and accomodation for company's guest

Teleperformance Inc.
Executive, Operations (March 2015- April 2016)
· Assist customers with their travel plans by helping them book a flight and hotel reservations
· Reaccomodate customers if their flight is impacted by schedule change or irregular operation by the airline.
· Assist customer in filing a claim with their travel insurance

Wipro LTD.
Provider Service Specialist (May 2016-November 2017)
· Provides assistance for doctor's concern, such as creating prior authorization before providing service or surgery.
· Provide the exact benefit coverage for the patient's health insurance.
· Updates providers’ demographic information.
· Updates database, removing providers or doctors who are no longer affiliated in the company.

Omega Healthcare Management Services
Healthcare Executives (December 2017- August 2018)
· Assist patients with their medical billing concern
· Process patients’ medical claims and payments
· Updates patients’ health insurance information
Quality Analyst Executive (August 2018-Present)
· Daily call audit for onshore agents, maximum of 20-30 calls per day.
· Send weekly reports of number of audits per week.
· Monthly calibration with the clients to ensure that we are aligned with the updated tools and parameters.






Delonix Marketing Corporation
Customer Service Representative (July 2019-Oct 2019)
· Assist Customers concern with plumbing and electrical concern through email, chat and phone.
· Call audit for quality purposes.
· Answer customer’s queries regarding the company’s product and services.
Virtual Assistant (Oct 2019-March 2020)
· Process customer’s order for packaging products.
· Ensure that orders are delivered on time.
· Address customer’s inquiries with regards to products availability and prices through email
· Data Entry
Virou Technologies Corp.
Administrative and Operations Manager (July 2021- June 2022)
· Handles both admin and BPO operation and implement organizations daily functions and process.
· Ensure a smooth flow in daily operations.
· Evaluates the monthly performance of the supervisors as well as the agents.
· Planned and provides accurate as fast solutions that may occur during the operation.
Xillium Professional Services
Virtual Medical Assistance (August 2022-Present)
· Performs daily task from a Physical Therapist.
· Verify patient’s benefits and coverage from their insurance.
· Call and follow up with patients with regards to their appointments with our doctor.

Reference:

Mr. Renuel Colina
Account Supervisor
Omega Healthcare Management Services
09278049951

Seigrid Paulette Sucalit
Quality Assurance Lead
Omega Healthcare Management Services
09151826892

Roselle Abellera
Account Supervisor
Xillium Professional Service
09566110851
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