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#34 14th Avenue Suburbia East Subd., Concepcion Uno,
Marikina City, Philippines
09662365343 
djannellemariet@gmail.com


OBJECTIVE:
Seeking a position in a professional organization which can allow me to further enhance my existing     skills and enable to acquire new abilities
COMPETENCIES:
· Dependable, punctual, and courteous
· Flexible and resourceful
· Communicating professionally
· Positive professional attitude; committed to excellence
· Good command of English oral and written 
· Computer literate specializing in Microsoft offices application such as MS Word, Excel and Powerpoint
· Knowledge in Psychological Test Administration
· Knowledge in Counselling
· PUNCTUAL AND PERFECT ATTENDANCE AWARDEE
· BEST EMPLOYEE OF THE YEAR
· BEST IN CUSTOMER SERVICE AWARDEE
EDUCATIONAL ATTAINMENT:

VOCATIONAL COURSE	TESDA- Caregiving NC II 
				License Expiration 2025
				Taytay, Rizal City
				2020-2021
TERTIARY			Bachelor of Science Major in Psychology
				Far Eastern University
				Sampaloc, Manila
				2002-2007
SECONDARY			St. Columban’s College
				Lingayen, Pangasinan
				1997-2001
PRIMARY			Aguilar Central School
				Aguilar, Pangasinan
				1991-1997


WORK EXPERIENCES:


April 6, 2020 – July 4, 2023		             Head/Supervisor
						Philhealth Department
						Marikina Doctors Hospital and Medical Center
						#10 Evangelista Road, Brgy. Santolan, Pasig City

· Carry out policies in relation to the appropriate management and direction of the department.
· Maintains an overview Policy of the Philippine Health Insurance Corporation. 
Regular validating for new circulars and advisories of the company from its website.
· Enforce rules
· Trains the newly hired PHIC processors.
· Give instruction or orders to subordinates, delegate work and provide ongoing guidance and
       support to the subordinates. Be held responsible for their work and actions.
· Lead and motivate subordinates.
· Supervise and monitors daily transaction flow of the department
· Control or evaluate performance of subordinates- performance appraisals.
· Discipline subordinates.
· Attends to the administrative, departmental or committee meetings.
· Monitors the Medical Providers Philhealth Accreditation validity.
· Prepares census of in-patients with Philhealth to be submitted to Medical Records Officer for
statistical purposes as requested by different regulatory bodies.
· Works on mandatory reports in terms of number of patients, rendered services and income
related data of the department.	
· Monitors and reconciles payment for the hospital and medical providers coming from Philhealth
Corporation.
· Prepares and monitor the PHIC processors Schedule of Duty.
· Attends training, seminars, updates in relation with the department and echo to the
subordinates.
· Identifies and resolve the problems or patients queries, complaints and other concerns.
· Coordinates unpaid claims to PHIC Corporation claims department/ accounting office.
· Advises medical providers, claimants and other  on new rule, procedure, policies and laws
concerning the insurance program, authorizes or denies medical treatment or surgery.
· Process, transmits, and uploads claims to Philhealth thru Bizbox System.
· Process and transmit Returned to the Hospital and Denied Claims.










February 2021-May 2021			Volunteer Caregiver
						Good Samaritan Home Care	
						Marikina City, Philippines

· Serving as a companion to clients
· Transporting clients to and from appointments, errands, activities, etc.
· Managing medication
· Preparing meals
· Interpersonal skills, including exceptional patience and listening skills
· The ability to provide care across a variety of settings, including group homes and day service programs
· Help with personal hygiene and care



August 2019-February 2021			Private Caregiver
						Marikina City

· Serving as a companion to clients
· Transporting clients to and from appointments, errands, activities, etc.
· Managing medication
· Preparing meals
· Interpersonal skills, including exceptional patience and listening skills
· The ability to provide care across a variety of settings, including group homes and day service programs
· Help with personal hygiene and care




Feb. 15, 2018 - March 30, 2020   		Senior Staff
						Philhealth Department
						Marikina Doctors Hospital and Medical Center
						#10 Evangelista Road, Brgy. Santolan, Pasig City

· In-charge of finalizing Patients Claims
· Analyzes and codes surgical procedures based on the Relative Unit Value RUV Scale
· Processes and prepares patient’s benefit claims, based on Unified Benefit Schedule by the Philhealth, to be applied to the patient’s Statement of Account
· Itemizes hospital charges such as medicines, laboratory test, medical supplies and others
· Responsible for having the Form II signed by the Attending Physician
· Performs other related function as may be assigned by the Department Head and Hospital Administrator
· Assist members/ patients of inquiries about Philhealth requirements and policies.
· Receives, examines and evaluate claims for payment of various benefits or other benefits under Philhealth insurance programs; approves or denies.
· Advises medical providers, claimants and others on rule, procedures, policies and laws concerning the insurance program; authorizes or denies medical treatments, surgery, medical equipment, requests additional information, medical examinations or other actions.
· Ensured monthly hospital claims have been met.
· Maintain inventory records.
· Update the patients master file with contact information



April 2012 - Sept. 4, 2017			Senior Staff/Administrative Assistant
						Philhealth Department
						Marikina Valley Medical Center
						Sumulong Highway, Marikina City, Philippines

· In-charge of finalizing Patients Claims
· Analyzes and codes surgical procedures based on the Relative Unit Value RUV Scale
· Processes and prepares patient’s benefit claims, based on Unified Benefit Schedule by the Philhealth, to be applied to the patient’s Statement of Account
· Itemizes hospital charges such as medicines, laboratory test, medical supplies and others
· Responsible for having the Form II signed by the Attending Physician
· Performs other related function as may be assigned by the Department Head and Hospital Administrator
· Assist members/ patients of inquiries about Philhealth requirements and policies.
· Receives, examines and evaluate claims for payment of various benefits or other benefits under Philhealth insurance programs; approves or denies.
· Advises medical providers, claimants and others on rule, procedures, policies and laws concerning the insurance program; authorizes or denies medical treatments, surgery, medical equipment, requests additional information, medical examinations or other actions.
· Ensured monthly hospital claims have been met.
· Maintain inventory records.
· Update the patients master file with contact information



December 2011 - April 2012			Senior Staff/Administrative Assistant
						Medical Records Department
						Marikina Valley Medical Center
						Sumulong Highway, Marikina City, Philippines


· Assured that the confidentiality of all medical records is preserved through appropriate release
· Received and responded to communication, inquiries regarding information recorded in the patients’ charts, follow-up requests for medical records
· Encoded and reports birth, death, medical and medico-legal certificates
· Maintained a well-kept medical records of all discharged patients
· Processed birth and death certificates






May 2008 – December 2011	            		Senior HR Staff/Administrative Assistant
						Human Resource Development Department 
						Marikina Valley Medical Center
						Sumulong Highway, Marikina City, Philippines


· Administered employment test to all applicants
· Recruited qualified applicants for the right job
· Notified selected applicant to undergo pre-employment physical examination and submitted all requirements. Evaluated pre-employment papers presented. Ensured that all necessary documents/forms were submitted/accomplished
· Facilitated processing of employment papers and other documentary requirements of the Human Resource Development Department.
· Took custody, organized and updated 201 files for fast and easy retrieval
· Obtained Tax Identification Number of new employees. Handled changes/updates in the Tax Status
· Reported newly hired personnel to Social Security System and Philhealth
· Facilitated employees in opening payroll account
· Prepared attendance report for payroll computation
· Coordinated with the Accounting Dept., regarding the changes of  tax status, payroll complaints, and payroll adjustments
· Maintained updated records of leave balance of all employees
· Kept and maintained all necessary personnel records, reports, letters, forms, facsimile transmissions, office supplies, memoranda and other pertinent papers
· Distributed pay slips to employees and applicants
· Performed other duties that may be delegated to me from time to time
· Prepared a report for the Board Meeting
· Assisted the HRD Officer in conducting seminars and trainings for the employees

















RELEVANT EXPERIENCES


December 19, 2005 – February 2006		On-the-Job Training 
						ePacific Global Contact Center
						Ermita Avenue, Pasig City

November 2005					Pre-Bar
						Student Proctor

August 15, 2005				Teenage Pregnancy
						Facilitator

September 2005					FEU Center for Teaching
						Facilitator	



AFFILIATIONS:

2004-2006		FEU Guidance and Counseling		Training Officer

2003-2006		FEU Psychological Society		Member


REFERENCES
Available upon request
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