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PERSONAL INFORMATION
Name				:	Jose Francisco I. Isorena II RN
Address				:	B4 L4 Rome St. Veraville Home 3, Talon 5, Las Piñas City, Metro Manila 
Contact Numbers		:  	+(63) 927 359 8559
Email Address			: 	akosipip@gmail.com
Date of Birth			:	Feb 11, 1988

WORK EXPERIENCES

Accenture Business Services Inc. ( Jan 2011 – Present )

Lex NAM – Property & Retail – Underwriting Assistant – (Oct 2022 – Present)
· Analyzes various requests from underwriters, process-owners and underwriter assistant. (Endorsements, Reinstatements, Cancellations, Renewals etc).
· Provide necessary changes in the Policy Information of clients.
· Books the appropriate changes in the company system PPS PROD. (Premium Processing System).
· Handles rushed/priority documents (Professional Policy) that require quick turn-around time and precision to avoid monetary penalty.
· Works hand in hand with the counterpart to ensure accurate Policy Terms has met and no discrepancies especially on billing information.
· Perform account corrections such as commission rate changes, Surplus Lines Change, Producer changes and Premium allocations per requests.
· Provide internal audit/legal department necessary documents for audit.
· Books new business and renewals in Isuite and E-surplus system.
· Analyzes sublimit and deductibles for Property policy.
· Tools and applications used are Estart, Esurplus, Isuite, PPS Prod, CRUIS Report, Excel Spreadsheet etc.
· Creates pivot table for premium state allocations.


Subpoena Redaction – Claims Document Management (Oct 2019 – Oct 2022)
· Analyzes various requests from counterparts, requestors and legal entities. (Subpoena, Audit and Miscellaneous). 
· Exports requested documents from ECSO app and sets up the file for redaction.
· Identifies claimant’s Personal Identifiable Information (PII) and applies redaction according to business rules.
· Coordinates with requestors, adjusters or legal entities and ensure that the request is accurate.
· Routes the request to the right team for transfer/delivery of the file. 
· Harvests volume request from the mailbox and assign it to co-workers, work list tracking and sends daily volume.
· Performs Quality Assurance and sends report weekly and monthly. Performs quality recertification if necessary.
· Updates various work-related documents. (QRG and QR Manual).
· Handles request with voluminous pages.
· Escalates misrouted request and route it the designated team for handling.
· Replies queries from counterparts, adjusters and requestors and make necessary actions when needed.
· Performs internal quality review and provides report on a monthly basis.




[bookmark: _GoBack]US Validation | Document Management ( July 2012 – Sept 2019 )
· Analyzes and identifies various documents/transaction and applies corresponding business rules/instruction in Western and Eastern Zones.
· Ensures readability and accuracy of information of various documents in different LOBs (Workers’ Compensation, Property & Casualty, Excess Severity, EPAM, Healthcare, Lexington, Punitive Wrap, Pollution and Back scan). 
· Routes the identified documents to the right address for processing.
· Handles critical/priority documents (Lawsuits, Arbitrations, Fax claims &FNOL) that require quick turn-around time and precision to avoid monetary penalty.
· Escalates some invalid/rejected documents to the counterpart and RSCH team.
· Processes Audit Requests from the counterpart.
· Handles EMEA Stars Booking request from the counterparts and uploads and categorizes the files.
· Manages the day to day volume of the team including the start of day and end of day volume management.


Data Capture ( Jan 2011 – June 2012 )
· Organizes and validates completeness of all relevant information of the auditable bills using Single and Double Entry Process.
· Performs Internal Quality review and Double Entry Check.
· Conducts random review of selected bills from Single Entry Process.
· Ensures that all the accounts processed are correct before giving to Provider Bill Audit based on established standard operating procedures.
· Consolidates and generates quality scores of the team.


Our Lady of the Pillar Medical Center (Imus,Cavite) 

Nurse ( Aug 2010 – Jan 2011 )                              
· Receives the ward on time.
· Check the patient from one bed to another.
· Check articles in room and station.
· Receive endorsement noting those in critical list.
· Gives medications and treatments.
· Gives complete nursing care to all patients with emphasis to serious patients.
· Assists doctors while performing invasive and non-invasive procedures.
· Prepare Intravenous fluid as ordered by the attending physician.
· Carries out doctor’s orders.
· Charts medicines and treatments given to patients.
· Perform skin testing as ordered by the attending physician and ask the resident on duty to read the result.
· Admits and discharges patients.
·  Gives feeding per NGT for those necessitating tube feeding.
·  Assist during surgery.
· Perform triage in Emergency room.
EDUCATIONAL BACKGROUND
Professional			Nursing Licensure Board Passer			June  2009
			PRC License Number: 0567310

Tertiary				De La Salle – Health Sciences Institute		2005 – 2009
				Dasmariñas, Cavite
				B.S. in Nursing	
				 
Secondary			Don Carlo Cavina School				2001 – 2005
				Las Piñas City				

SKILLS

· Knowledgeable in MS Office (Word, Excel, PowerPoint, Outlook, Teams, Spreadsheet).
· Knowledgeable with various systems (ECSO, Citrix, Global Questionnaire SQF etc.).
· Knowledgeable in medical terminologies.
· Proficient oral and written communication skills.
· Capable of being a leader and team player.
· Decision making and problem solving.


SEMINARS & TRAININGS
· Basic Life Support CPR for Healthcare Providers by the Philippine National Red Cross –July 14-15, 2009 at Las Piñas City.
· Dissemination on International Humanitarian Law (IHL) and the Red Cross Movement by the Philippine National Red Cross –July 14, 2009 at Las Piñas City.
· First Aid Training Standard by the Philippine National Red Cross –July 16-18, 2009 at Las Piñas City.
· Home Nursing Care of the Sick and the Injured –July 21, 2009 at Las Piñas City.
· Home Nursing Mother and Baby Care –July 21, 2009 at Las Piñas City..
· Disaster Nursing –July 21, 2009 at Las Piñas City..
· Basic Intravenous Therapy Training – Sept 16-18, 2009 by the Medical Center Imus at Imus, Cavite.
· 6th Basic Surgical Clinical Nursing Course – April 9, 2010 by the College of Medicine – Philippine General Hospital, University of the Philippines, Manila.
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