	[image: ]

PROFILE
A customer service-oriented professional with excellent interpersonal and communication skills, detailed, organized, flexible, a team player, and result-driven, and has the goal of joining an established and growing company in a challenging and rewarding position that will allow me to utilize my skills and continuously learn additional knowledge that is available


EDUCATION

FAR EASTERN UNIVERSITY – NICANOR REYES MEDICAL FOUNDATION
2005 - 2006
1st year Medicine (Post Graduate)

FAR EASTERN UNIVERSITY / OUR LADY OF FATIMA UNIVERSITY
2000 - 2004
Bachelor of Science in Medical Technology

SKILLS

• Computer skills – navigation, MS and Google applications, data entry, research, and some admin tasks

• Quality Assurance, can work under pressure, friendly, courteous, and reliable




REFERENCES


Available upon request.








	
	

CALACDAY, CRISTINA POZON



WORK EXPERIENCE________________________________

Store Owner / Manager
PYNC Food Station (BnK Fresh Fruits Delights)
November 2017 – present
· operations management, inventory control, maintain stock levels, sales, controllable expenses, recruiting and training of staff, security and loss prevention, customer service, and handling customer complaints


Healthcare Virtual Assistant 
HELLO RACHE 
October 2022 - present 
· Patient care coordinator - general inquiries, appointment setting, insurance verification, collections, and recall of old patient records
· Main Phone Answerer (tier 1 call center) – handles appointment scheduling, rescheduling, cancellation, referrals of new patients, and general inquiries


Financial Email Technical Support
TASKUS / LIZARDBEAR TASKING INC.
January 2021 – April 2022
· Provides technical assistance to our customers who are having issues with their Coinbase account via email responses
· Assists in compliance to the policies and rules of each account 
· Responsible for the customer’s account safety and security against theft and fraud 
· Sorting and checking of identity documents submitted by the customers to verify legitimacy
· Assists in password resets, lost access, and authentication procedures of each account



[bookmark: _GoBack]Claims Processor / Indexer (Data Registration)
CHUBB BUSINESS SERVICES
January 2017 – June 2019
· Responsible in initial registration and data entry of the claims received via online and inbound calls
· Deals with initial investigation of the claims’ legitimacy whether fraudulent or genuine
· Gathers documents and information of the claim through the system and performs initial assessment to determine appropriate outcome
· Attends to some phone inquiries regarding filing of claim, status follow-up, complaints, disputes, commendations, and other general inquiries
· Doing follow-up phone calls or sending letters to clients regarding required documents for the claim


Sales Consultant and Order Provisioner
CONVERGYS PHILIPPINES
June 2015 – January 2017

· Receives inbound calls / warm calling leads from potential customers who are interested in getting products and services from the company
· Doing consultative selling based on customer’s needs and making recommendations of the best product and service for them
· Doing cross-selling of other products that are not part of the initial inquiry but have been discovered to be beneficial for the customer
· Doing order management as a provisioner by successfully processing and completing each and every order endorsed to us by the operation regardless of the product, whether it is the internet, mobile, or home phone service
· Responsible for the financial tracking of each product that has been completed and was successfully sold to our customers so that this will be included in the management’s report to our client Telstra for business profit purposes
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