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GRACE S. SULLA
390 R.Duterte St.
Banawa,Cebu City
6000, Philippines

Cell No.: +639292157873
Email Address : grace_sulla24@yahoo.com.ph
OBJECTIVE: 
To seek opportunity in a service oriented organization preferably in a position related to my choosen field or any related assignments that suite my qualifications and experience while contributing to the success of my employer.

WORK EXPERIENCE
August 6,2009-July 20,2011  Hi-Precision Diagnostics Cebu

28 J.Llorente St. Osmena Blvd Cebu City

 Front Office Associate/Receptionist/Customer Service Representative/ASC

*Knowledgeable for all companies and doctors accounts.

*Ensures that best service is given to the clients.

*Knowledgeable of all the laboratory tests and codes.

*Attends to patients querries,needs,concerns,complaints.

*Instruct patients on the whole procedure to be conducted.

*Answer phone calls.

*Knowledgeable in using HCLAB system.

*Coordinates with company client regarding endorsement.

*Receive A.R. in the system and file them accordingly.

*Ensure accuracy in releasing results to the patients.

*Send clients results to referring doctors or laboratories.

*Ensures on time delivery of results.

*Relay results to referring physicians,secretary,nurse.

*Files all unclaimed results in their respective areas.

*Responsible in verifying identity of clients for drug testing.

*Completes data in chain of custody forms.

*Responsible in transporting and endorsing of CCF.
*Ensure that all messages are being relayed to concerned personnel.

*Ensure that all calls are routed correctly.

*Performs other duties and responsibilities assigned by the management
2005-2009 
Bayan Telecommunications Inc.


Zamora St., Zone I, Sogod, Southern Leyte, Philippines



Customer Service Representative
*Process billing adjustments if needed.
           *Assists to the needs and complain to walk-in and phone-in subscribers
                                          *Process the telephone and DSL application.

*Prepare  the daily,weekly and monthly report.

*Customer service oriented.
      *Filing clerical works.
      *Prepare the monthly trouble shooting report.

2004-2005         Daniel R. Aguinaldo  National Highschool

                            Matina Davao City  
                            Instructional Manager

                                                         *Assists to the student  lessons.

                                                         *Attend to the students needs.  
                                                         *Guide the out of school youth to a classroom  activities.

                                                         *Prepare a daily lesson plan.

 Feb-June 2004   SM MultiStores Corporation

                               Davao City

                               Promo Girl

                                                        *Arrange the display in the area.
                                                        *Attend the need of a customer.

                                                        *Prepare the daily ,weekly and monthly sales report.                                                      

     *Customer service oriented.

Feb-July 2003      SM MultiStores Corporation

                              Cebu City

                              Cashier

                                                        *Always smile and greet customer.
                                                        *Punch the product correctly.
                                                        *Check the price and the product indorse to the counter.

                                                        *Count money before signing off.

                                                        *Forward the daily cash and check breakdown to the treasurers office.

EDUCATION

2002-1998
Bachelor of Science in Industrial Education


Southern Leyte Sate University


Sogod , Southern Leyte
PERSONAL REFERENCE
Birth Date: September 25, 1981

Civil Status: Single

SUMMARY OF QUALIFICATIONS



*Have been working on a fine company.


*Can do multi-tasking with minimum supervision



*Physically strong to be able to serve  guest at a given time



*Customer service oriented, fast learner, honest, flexible



*Skillful to adopt to the company current service system



*Ability to lead, manage and coordinate on assigned tasks



*Dedicated to work



*Willing to learn
SKILLS:



-can do clerical works 



-computer literate
