BERNADETTE B. TORRALBA
Address: 400 Purok Rosal 2, Barangay Dicarma
	  Cabanatuan City, Nueva Ecija, Philippines, 3100
Phone: +63977 436 7577
Gmail: bernator0530@gmail.com

Organized and dedicated Administrative Assistant with a proven track record of providing exceptional customer service in fast-paced environments. Offering keen attention to detail and strong decision-making skills to manage multiple, concurrent tasks. Self-motivated work ethic to perform effectively in independent or team environments. Hardworking team player with expertise in completing various clerical tasks and offering staff support. Responsible, punctual and productive professional when working with little to no supervision.
[image: ]
Skills




· 
· Customer Service				
· Time Management
· Critical Thinking
· Technical Skills
· Initiative
· Adaptability
· Attention to detail
· Flexible

[image: ]Work History



· Dec 2015 -         	Administrative Assistant III
Current		DR PAULINO J GARCIA MEMORIAL RESEARCH AND MEDICAL CENTER
		Cabanatuan City, Nueva Ecija, Philippines
			Biller
· Prepared Statement of Accounts: 1. Philhealth Patients 2. Non-Philhealth Patients
· Encode allowable PHIC benefits based on ICD/RVS Code in Claim Form 2 of Philhealth patients for discharged.
· Responsible for arranging schedule of Billing staff

Releaser

· Received and assessed discharge notice and clearance and Billing Checklist for SOA Processing
· Released Statement of Accounts (SOA) for Philhealth and Non-Philhealth patients.
· Prepared Monthly Summary of Billed Philhealth patients per category including Newborn Screening packages.
· Prepared Monthly Report of Journal of Bills Rendered and NBB Compliance Rate

· Completed general administrative wotk such a filing and data entry.
· Helped wide variety of people and queries in helpful and courteous manner
· Performed other related functions as may be assigned

· Nov 2012 -         	Claims Clerk (Job Order)
Feb 2015		DR PAULINO J GARCIA MEMORIAL RESEARCH AND MEDICAL CENTER
		Cabanatuan City, Nueva Ecija, Philippines
· Prepared transmittal of Philhealth claims 
· In-charged in monitoring of Philhealth claims to be submitted within 60
      days to avoid lapses
· Final review of Philhealth claims of patients undergoing hemodialysis
· Performed other related functions as may be assigned

· Sept 2011-	   CSR-Teller
[bookmark: _GoBack]Feb 2012	    METROPOLITAN BANK TRUST AND CORPORATION
	             Makati City, Metro Manila, Philippines
· Informing customers about bank products and services
· Tracking, recording, reporting, and storing information related to transactions, bank supplies, and customers, ensuring all information is accurate and complete.
· Maintaining and balancing cash drawers and reconciling discrepancies
· Packaging cash and rolling coins to be stored in drawers or the bank vault.

· Nov 2006 -        	Service Crew (Admin Crew/Cashier) 
     Oct 2009     	     	JOLLIBEE FOODS CORPORATION
   	Cabanatuan City, Nueva Ecija, Philippines
Administrative Crew
· Managing and organizing files, documents, and paperwork, including inventory reports and employee records.
· Handling cash and other financial transactions, including balancing registers and preparing daily cash reports.

Cashier

· Take orders from customers and present them as requested
· Process bills for the customer and also issue them receipts
· Pack foods ordered by customers and serve them in the most efficient manner
· Provide helpful answers to queries or questions proffered by customers
· Furnish customers with helpful information regarding service time and special deal offers.




· Oct 2005 -		Service Crew (Cashier)
     Apr 2006	JOLLIBEE HONEYCOMB CORPORATION 
		Cabanatuan City, Nueva Ecija, Philippines
· Take orders from customers and present them as requested
· Process bills for the customer and also issue them receipts
· Pack foods ordered by customers and serve them in the most efficient manner
· Provide helpful answers to queries or questions proffered by customers
· Furnish customers with helpful information regarding service time and special deal offers.
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·       		 	Bachelor of Science in Business Administration Major in Entrepreneurship
Nueva Ecija University of Science and Technology
Cabanatuan City, Nueva Ecija, Philippines
[image: ]Certifications




· Dec 2018	Certificate Course on the International Classification of Disease and Related 
Health Problem – 10th Revision (ICD-10) for Coders
· Oct 2018	Career Service (Professional Level Eligibility)
· May 2015	Career Service (Sub-Professional Level Eligibility)
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