® FRANCES MONIQUE
o JUNSAY

I would describe myself as someone motivated,
meticulous, friendly, and technologically savvy. I

want to put these characteristics to use within your
organization. With this experience under my belt,

I'm looking for an opportunity to take the next step
in my career. I'm hoping to do so in an organization
like yours that works to improve the environment,
which is something I’'m passionate about.

(® WORKEXPERIENCE )

Patient Care Specialist | Orthofi - Denver, CO, USA
Jan 2025 - Dec 2025

Take inbound and outbound calls
Billing Process

Claims Inquiry

Insurance Inquiry
Administration tasks

Financial Advisor | Seek Business Capital - Los Angeles, CA
Mar 2024 - Jan 2025

e Lead generation

¢ Qualify leads for business funding
e Data Entry

e Cold Calling

(§) PERSONAL DATA

Admin Assistant | Autospec 4x4 - Belmont, WA, Australia
Jul 2023 - Jan 2024

Outbound calls
Managing Shopify
Data Entry
Contact Supplier
Track Orders

Virtual Assistant | Stone Paving Direct, LTD - Milton Keynes, UK
May 2021 - Mar 2024

Take inbound and outbound calls
Order processing

Sending emails and texts to customers
Digital Marketing editorial

Assisting customers in tracking their orders

Provide customers with packing slips for the _
replacement

Admin Assistant

Process Refunds for customers +63-969-054-6501 D
Drop shipping

Social Media Management
Shopify Management francesmonique26@gmail.com G
Handles Inventory
Chat support

Email Marketing Ormoc City, Leyte, Philippines D

Lead Generation
Animator L )
Logistic Specialist




(® EDUCATION )

BSBA - Financial Management - Western Leyte
College of Ormoc City

2012-2015

BS- Occupational Therapy - Cebu Doctor’s University

2011-2012

Secondary Education - St. Paul’s School of Ormoc

2007-2011

Primary Education - St. Paul’s School of Ormoc

2000-2007

(® CHARACTERREF: )

Edelyn Amora - Supervisor
Stone Paving Direct Ltc.

+63-936-941-3063

Christopher Lubiano - Colleague
Orthofi

+63-985-025-2556

David Newton - Store Manager
Austospec 4x4

+61-1800-2800-9109

Kim Aptiong - Sales Manager
Seek Business Capital

+63-922-643-5230

(® EXPERTISE: )

Customer Service Representative
Financial Advisor
Admin Assistant
Media Marketing
Photo and Video Editor
Sales Representative
Data Entry
Transaction Analyst
ESL

Shopify

Canva

Monday.com

Mailerlite

Discord

Slacks

Whatsapp

Zoom

Newsletter

Social Media Management
Cold Calling

Graphic Design

Lead Generation
Salesforce

(§) KEY STRENGTHS




(® ACHIEVEMENTS
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OF COMPLETION “Moving with Purpose”
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Frances Monique

Funding Advisor

* 9 Conversions

* 56 CP Transfers
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