MARY CHRISTINE P. ARCENA
#201 Timalan Concepcion Naic, Cavite, Philippines
Mobile No. +639063658493 / 046-4897427
Email: arcenamaryc@gmail.com


SKILLS
· Ability to quickly learn new concepts and strong ability to multi-task. 
· Ability to function well independently and as a team member with the ability to adapt to different personalities
·  People oriented individual with attention to detail and positive attitude 
· Ensure customer satisfaction and provide professional customer support.
· Capable of Administering, Interpreting and Evaluating Psychological Tests.

WORK EXPERIENCE

	October 2017 – Present
· Took the time off to be with family and took care of my nephew. 
· Start an online store business 
· Lead the Hijas de Maria Organization in our chapel.
· Reviewed for the Licensure exam for Psychometrician 
(*Licensure Exam July 2020 was cancelled due to Pandemic)	
March 1, 2016 – October 19, 2017
	Site Payment Coordinator
PPD PHILIPPINES, Corp.
9F Sunlife Centre 5th Avenue corner Rizal Drive, 
Bonifacio Global City, Taguig City
· Manage the set-up, processing, reconciliation and issue resolution for all site payments generated from subject activities, contracted milestones and reimbursements based on the fully executed contract.
· Request, review, and maintain site invoices.
· Adhere to study specific timelines and processes for payments.
· Position will interact with study teams and other departments, at times.
· The primary purpose and objective shall take place under the direct supervision of the respective Site Payment Manager.
November 2, 2015 – March 1, 2016
	Associate Site Payment Coordinator
PPD PHILIPPINES, Corp.
9F Sunlife Centre 5th Avenue corner Rizal Drive, 
Bonifacio Global City, Taguig City
 Site Study Budget entry;
 Compile data from multiple sources to generate site payments based on completed patient activities and contracted milestones, as well as related pass throughs; 
 Reviewing and processing of site invoices where required; 
 Respond to and resolve payment-related issues and findings. 
 Exhibit good financial stewardship in management of funds, investigator payments and project finances; 
 Build and manage relationships with study sites and study teams.

March 2014 - March 2016
Tutoring kids and does voluntary work. 

November 2012 – March 2014
Claims Associate
SUNLIFE FINANCIAL INC.
3F Sunlife Centre 5th Avenue corner Rizal Drive, 
Bonifacio Global City, Taguig City
· Receives and processes incoming mail; locates claim files, attaches received claim documents and endorses to Claim Analyst in charge.
· Prepared transmittal forms, released claim checks, claim approval, denial letters, maturity notices and maturity cover letters.
· Received inquiries from agents, clients and staff over the counter, e-mail and telephone.
September 2012 – November 2012
Took a break after working abroad for 3 years

September 2009 – September 2012
Quality Control Personnel
SILICONWARE PRECISION INDUSTRIES CO. LTD
Science Park, Hsinchu City, Taiwan	
· Inspected the incoming microchip IC for Testing.
· Provided daily support on the day to day operations of the entire process of Testing Department, including Handler Monitoring, Buy=off’s, EQC

June 2009 – September 2012
Tutoring kids while waiting to be deployed in Taiwan. 
	
Nov 2007 – June 2009
	Sales Assistant 
	PHILIPPINE PSYCHOLOGICAL CORPORATION 
	Unit 905 Prestige Tower, Emerald Ave.
Ortigas, Pasig City, Philippines
· Received queries regarding accreditation over the phone or walk in clients.
· Checks on the database client’s accreditation status (accredited/not accredited/active/inactive), accredited person, level of accreditation, purchase record, and then proceed accordingly. 
· Received orders of test materials from accredited sales clients.
· Updated served reservation on the database, and Performs the function of a receptionist
· Prepared pro-forma invoice and send them to clients thru fax or mail (when necessary)

Nov 2007 – May 2007
Tutoring kids in our town

May 2007 – Nov 2007
	Marketing Staff
	SUNLIFE FINANCIAL, INC.
	10/F TheEnterpriseCenter, Tower 2
	6766 Ayala Avenue corner Paseo de Roxas, 
Makati City, Philippines
· Provided administrative support in the day-to-day operations of the alternative distribution.
· Monitored and update the CRM on the status of referrals given to the FAEs within T+2 business days.
· Managed and maintain the files and contracts of the alternative distribution channels.
· Prepared the generation of proposal system in alternative distribution channels
· Ensured the timely transmittal of documents, coordination and monitoring of status apps submitted by the alternative distribution channels in the generation of proposal system.
· Coordinates and follow-up with the alternative distribution channels the incomplete or pending requirements to facilitate their immediate processing.

April 2007 – May 2007
Tutoring kids and does voluntary work in our church

December 2006 – April 2007
	Recruitment Staff
	EDS MANUFACTURING INC. – Yazaki Corp. 
	Anabu II, Imus, Cavite, Philippines
· Recruited qualified applicants and administer screening process to come up with the best hires based on the competency requirements of the positions.
· Administered psychological exams, conducted Pre-employment Interview using position’s competency requirement per applicant and recommending of applicants for rejection or hiring. 
· Process W4 check the completeness and accuracy of documents; put appropriate personal exemptions.
· Accept resign employees, prepare daily monitoring, clearance, waiver and quitclaim for resigned employees. 

April 2005 – December 2006 
Tutoring kids and does voluntary works in our town.
               April 2004 – April 2005
	Support Service Staff 
ADCONS BUILDERS AND DEVELOPMENT CORPORATION
#32 Tangerine St. SSS Village Concepcion II
Marikina City, Philippines
· Monitoring of personnel and prepared the daily accomplishment report

August 2003 - April 2004 
Tutoring kids in our village while taking a break after graduating. 
              June 2003 – August 2003
	Research Assistant
DE LA SALLE UNIVERSITY
LASALLIAN INSTITUTE FOR DEVELOPMENT AND EDUCATIONAL RESEARCH (LIDER), COLLEGE OF EDUCATION
2401 Taft Avenue 1004 Manila
Philippines
· Prepared in conducting a research study for Commission on Higher Education.

             November 2002 – February 2003
            Practicum
             CENTER FOR THE ULTIMATE REHABILITATION OF DRUG DEPENDENTS 
             (Psychology Section)
              Bicutan, Taguig, Philippines
· Administered and Interpreted Psychological Test.
· Interviewed and Counseled Cardiac Patients

EDUCATIONAL BACKGROUND

Bachelor of Science in Clinical Psychology
Polytechnic University of the Philippines, Sta. Mesa, Manila


CERTIFICATION AND LICENSURE

Registered Psychometrician, February 2022
Psychometrician Licensure Examination

PERSONAL BACKGROUND

·  Born on December 22. 1983 in Naic, Cavite
·  Fluent in English and Filipino. Advance in MS Software Application specially  Word, Excel, and Power Point;
· Well-rounded, Goal-oriented, Quality-oriented

REFERENCE

Ms. CHRISTABEL GARCIA-CHAO - Technical Director
PHILIPPINE PSYCHOLOGICAL CORPORATION
Unit 905 PrestigeTower, Emerald Ave., Ortigas, Pasig City, Philippines
636-6327 to 29 /631-7401

Ms. Ma. Christina Pelino - Supervisor, Claims Services Section
SUNLIFE FINANCIAL, INC.
8th/F Sunlife Centre Bldg.
5th Ave cor rizal Drive, Bonifacio Global City
Taguig, Metro Manila, Philippines
02-5558888 loc 5173

[bookmark: _GoBack]MS. SONIA RAMIREZ - Junior Supervisor 
Recruitment and Separation Section – HRD Department
EDS Manufacturing Inc.
Anabu II, Imus, Cavite
(046)4713939 / 711-9911

