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B r i n g i n g  o v e r  1 5  y e a r s  o f  p r o f e s s i o n a l  e x p e r i e n c e .

F o c u s e d  o n  t h e  a p p l i c a t i o n  o f  t e c h n o l o g y  t o  a  w i d e

r a n g e  o f  i n d u s t r i e s ,  i n c l u d i n g  h e a l t h c a r e ,  f i n a n c i a l

s e r v i c e s  a n d  c u s t o m e r  s e r v i c e s .  S u p p o r t ,  q u a l i t y

a s s u r a n c e ,  c o n t e n t  m o d e r a t i o n  a n d  o t h e r  f u n c t i o n s  o f

t h e  c o m p a n y .  C l i e n t  r e l a t i o n s .  S k i l l e d  i n  a p p o i n t m e n t

s c h e d u l i n g ,  p a t i e n t  c o o r d i n a t i o n ,  e x e c u t i v e  s u p p o r t ,

c o m p l i a n c e .  T h e  s p e c i f i c  a c t i v i t i e s  t h a t  t h e

o r g a n i z a t i o n  c o u l d  u n d e r t a k e  t o  m o n i t o r  t h e i r

p e r f o r m a n c e ,  i m p r o v e  t h e i r  p r o c e s s e s  a n d  c o a c h  t h e i r

t e a m s  a r e  n u m e r o u s .  R e c o g n i z e d  f o r  s t r o n g

o r g a n i z a t i o n a l  s k i l l s  a n d  r e s u l t s - d r i v e n .

C a t h e r i n e  S .  G a r c i a
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P R O F E S S I O N A L
E X P E R I E N C E

C o r e  C o m p e t e n c i e s

O p e r a t i o n s  &  E x e c u t i v e  S p e c i a l i s t

A I  S u p p o r t  S p e c i a l i s t   

E x e c u t i v e  A s s i s t a n c e  

C u s t o m e r  S u c c e s s  S p e c i a l i s t

Q u a l i t y  A s s u r a n c e

U S H S  |  V i r t u a l  A s s i s t a n t

J a n u a r y  2 0 2 5  –  D e c e m b e r  2 0 2 5

S o c i a l  M e d i a  C o m p l i a n c e

A d m i n i s t r a t i v e  S u p p o r t

C a l e n d a r  M a n a g e m e n t  T e a m

C o a c h i n g  &  S M E

H e a l t h c a r e  S p e c i a l i s t

S c h e d u l e d  a n d  c o n f i r m e d  a p p o i n t m e n t s  w h i l e

m a i n t a i n i n g  a c c u r a t e  r e c o r d s  a n d  f o l l o w - u p  a c t i v i t i e s .

L e a d  g e n e r a t i o n  a n d  c l i e n t  o u t r e a c h  e f f o r t s  w e r e

p e r f o r m e d  b y  m e .  A l s o ,  I  a s s i s t e d  w i t h  o p e r a t i o n a l

r e p o r t i n g  a n d  d a t a  a n a l y s i s  t o  i m p r o v e  t h e  w o r k f l o w  o f

t h e  c o m p a n y .

M o n i t o r e d  a n d  m o d e r a t e d  s o c i a l  m e d i a  c o n t e n t  t o  e n s u r e

c o m p l i a n c e  w i t h  c o m p a n y  s t a n d a r d s .

C o n d u c t e d  q u a l i t y  a s s u r a n c e  r e v i e w s  a n d  p r o v i d e d

c o a c h i n g  r e c o m m e n d a t i o n s .

S u p p o r t e d  t h e  o p e r a t i o n s  o f  e x e c u t i v e s  b y  p e r f o r m i n g

t a s k s  s u c h  a s  t r a c k i n g  a c t i o n  i t e m s ,  p r e p a r i n g  r e p o r t s  f o r

t h e m  a n d  m a n a g i n g  c o n f i d e n t i a l  i n f o r m a t i o n  f o r  t h e m .

A l s o  c o o r d i n a t e d  c o m m u n i c a t i o n s  b e t w e e n  t h e

e x e c u t i v e s '  c l i e n t s  a n d  t e a m  m e m b e r s .

T h e  s e c o n d  t y p e  o f  i n f o r m a t i o n  t h a t  c a n  b e  g a t h e r e d

a b o u t  a  c o m p a n y  i s  i n f o r m a t i o n  a b o u t  i t s  m e m b e r s  a n d

l e a d e r s h i p .



F o u n d e v e r  |  H e a l t h c a r e  D i s p a t c h e r

N o v e m b e r  2 0 2 3  –  J u n e  2 0 2 4

C o g n i z a n t  |  S e n i o r  P r o c e s s  E x e c u t i v e  –  G o o g l e  W a z e  A d s

A p r i l  2 0 2 3  –  S e p t e m b e r  2 0 2 3

C o o r d i n a t e d  p a t i e n t  a p p o i n t m e n t s  a n d  h e a l t h c a r e  s e r v i c e s

s c h e d u l i n g .

D i s p a t c h e d  h e a l t h c a r e  p r o f e s s i o n a l s  t o  p a t i e n t s  b a s e d  o n

t h e i r  m e d i c a l  n e e d s  a n d  t h e  l o c a t i o n  o f  t h e  p a t i e n t s .

C o m m u n i c a t e d  a p p o i n t m e n t  u p d a t e s ,  c a n c e l l a t i o n s  a n d

s e r v i c e  i n f o r m a t i o n  t o  p a t i e n t s .

E s c a l a t e d  u r g e n t  c o n c e r n s  t o  n u r s e s  a n d  c l i n i c a l  s t a f f

a c c o r d i n g  t o  e s t a b l i s h e d  p r o c e s s e s .

M a i n t a i n e d  a c c u r a t e  p a t i e n t  r e c o r d s  a n d  d o c u m e n t a t i o n .

C o l l a b o r a t e d  w i t h  h e a l t h c a r e  t e a m s  t o  e n s u r e  t i m e l y

p a t i e n t  c a r e  d e l i v e r y .

C o o r d i n a t e d  c a m p a i g n  i m p l e m e n t a t i o n  w i t h  s a l e s  a n d  c l i e n t

t e a m s .

M o n i t o r e d  p r o j e c t  t i m e l i n e s  a n d  e n s u r e d  c a m p a i g n

r e a d i n e s s .

M a i n t a i n e d  c o m m u n i c a t i o n  w i t h  s t a k e h o l d e r s  t h r o u g h  e m a i l

a n d  r e p o r t i n g .

A s s i s t e d  w i t h  p r o j e c t  t r a c k i n g  a n d  o p e r a t i o n a l  u p d a t e s .



M a n u l i f e -  F i n a n c i a l  A d v i s o r

N o v  2 2 ,  2 0 1 3  t o  S e p t  2 2 ,  2 0 1 4

M a n u l i f e  F i n a n c i a l  C o r p o r a t i o n

W e l l s  F a r g o

M a y  2 0 1 5  –  A p r i l  2 0 2 3

B a n k e r  C o a c h  /  S M E ,  C u s t o m e r  S u c c e s s  S p e c i a l i s t

C u s t o m e r  P r e m i e r  S p e c i a l i s t  I I

C o n s u m e r  S u c c e s s  S p e c i a l i s t  I

I I

P r o v i d e d  e x c e p t i o n a l  c u s t o m e r  s u p p o r t  f o r  b a n k i n g  p r o d u c t s

a n d  s e r v i c e s .

A s s i s t e d  c l i e n t s  w i t h  p o l i c y  s e l e c t i o n ,  u p d a t e s ,  a n d  c l a i m s

s u p p o r t .

P r o v i d e d  e x c e p t i o n a l  c u s t o m e r  s u p p o r t  f o r  b a n k i n g  p r o d u c t s

a n d  s e r v i c e s .

A s s i s t e d  c l i e n t s  w i t h  a c c o u n t  i n q u i r i e s ,  o n l i n e  b a n k i n g

c o n c e r n s ,  f r a u d  c l a i m s ,  a n d  d i s p u t e  r e s o l u t i o n .

C o a c h e d  a n d  t r a i n e d  n e w  t e a m  m e m b e r s  o n  b a n k i n g

p r o c e d u r e s ,  q u a l i t y  s t a n d a r d s ,  a n d  c u s t o m e r  e x p e r i e n c e

e x p e c t a t i o n s .

M o n i t o r e d  p e r f o r m a n c e  m e t r i c s  a n d  p r o v i d e d  f e e d b a c k  t o

i m p r o v e  s e r v i c e  q u a l i t y .

E n s u r e d  c o m p l i a n c e  w i t h  b a n k i n g  r e g u l a t i o n s  a n d  i n t e r n a l

p o l i c i e s .

C o l l a b o r a t e d  w i t h  m a n a g e m e n t  t o  s u p p o r t  o p e r a t i o n a l  g o a l s

a n d  c u s t o m e r  s a t i s f a c t i o n  i n i t i a t i v e s .



E m e r s o n  N e t w o r k  P o w e r  -  C S R ,  S h a r e d  S e r v i c e s

J u l y  3 ,  2 0 1 2  t o  O c t o b e r  3 0 ,  2 0 1 3

O u t b l a z e  A s i a  P a c i f i c  |  C a r t o o n  N e t w o r k  -  C o n t e n t  M o d e r a t o r

M a r c h  2 9 ,  2 0 0 9  t o  M a y  3 1 ,  2 0 1 1

H a n d l e  c a l l s  f r o m  P h i l i p p i n e s ,  A u s t r a l i a ,  S i n g a p o r e ,  a n d

M a l a y s i a  r e g a r d i n g  A C  s e r v i c e s  a n d  U P S  ( P o w e r )  f a u l t y

e q u i p m e n t .

U p d a t i n g  E n g i n e e r s  r e g a r d i n g  f a u l t y  e q u i p m e n t  a n d

p r o v i d i n g  s i t e  i n f o r m a t i o n  f o r  t h e  s a i d  s e r v i c e .

S e n d i n g  m o n t h l y  a n d  w e e k l y  e m a i l  r e p o r t s  a s  p e r  O p e r a t i o n s .

A c k n o w l e d g i n g  c u s t o m e r  c o n c e r n s  a n d  c a l l s  t h e  a t t e n t i o n  o f

a s s i g n e d  A d m i n i s t r a t i v e  d e p a r t m e n t  i f /  w h e n  n e e d e d .

E s c a l a t i n g  w e e k l y  a n d  m o n t h l y  r e p o r t s  f o r  d i f f e r e n t  m a r k e t

u n i t  b a s e d  f r o m  t h e  P h i l i p p i n e s ,  A u s t r a l i a ,  S i n g a p o r e  a n d

M a l a y s i a .

H a n d l e s  a n d  m o n i t o r  C a r t o o n  N e t w o r k  w e b s i t e  i n  U S  a n d

A s i a .

P r o v i d e  a  2 - 3  w e e k  t r a i n i n g ,  b y  m e a n s  o f  a s s i s t i n g  a n d

g u i d i n g  t r a i n e e s  r e g a r d i n g  t h e  s a i d  p r o d u c t  ( r u l e s ,  t e r m s  a n d

o r i e n t a t i o n ,  e t c . ) .

S u s p e n d  a n d  r e t r i e v e  C N  u s e r  d e p e n d i n g  o n  t h e i r  v i o l a t i o n .

S e n d  w e e k l y  a n d  m o n t h l y  r e p o r t  t o  C N  c l i e n t  i n  U . S .  a n d  A s i a .

K e e p  t r a c k  o f  m o d e r a t i o n  a n d  p r e - m o d e r a t i o n  p a g e s  f o r  C N

f o r u m  o n l i n e .  T e s t i n g  n e w  g a m e s  s u c h  a s  T o m  a n d  J e r r y ,

B e n 1 0 ,  C h o w d e r ,  b e f o r e  a p p r o v a l  o f  i t s  l a u n c h i n g  d a t e .

C r e a t i n g  n e w  s e t  o f  t r a i n i n g  m a n u a l  a n d  p r o v i d i n g  a v a i l a b l e

s c h e d u l e  f o r  t r a i n e e s .

C o n d u c t  a  t r a i n i n g  a s s e s s m e n t  a n d  s u b m i t  t h e  f o r m s  t o  t h e

H R  a n d  A d m i n  t e a m  b e f o r e  e n d  d a t e .



A c q u i r e  A s i a  P a c i f i c ,  I n c  -  C . S . R .

A p r i l  2 0 0 8  t o  A u g u s t  2 0 0 8

S a u d i  M e d i c a l  J o u r n a l - D e s k t o p  P u b l i s h e r

M e d i c a l  O f f i c e  S t a f f

N o v e m b e r  2 0 0 7

P r o o f r e a d ,  e d i t e d ,  a n d  f o r m a t t e d  m e d i c a l  j o u r n a l s ,

m a n u s c r i p t s ,  a n d  c o r r e s p o n d e n c e  f o r  a c c u r a c y  a n d

p u b l i c a t i o n  s t a n d a r d s

P e r f o r m e d  m e d i c a l  d o c u m e n t  t y p e s e t t i n g  a n d  e d i t o r i a l

s u p p o r t  f o r  j o u r n a l  p r o d u c t i o n

M a n a g e d  a n d  u p d a t e d  a u t h o r / s u b s c r i b e r  m a i l i n g  l i s t s  a n d

d i s t r i b u t i o n  d a t a b a s e s .

H a n d l e d  a d m i n i s t r a t i v e  s u p p o r t  i n c l u d i n g  p h o n e  c o v e r a g e ,

m e s s a g e  r o u t i n g ,  a n d  c o r r e s p o n d e n c e  h a n d l i n g .

A s s i s t e d  i n  s y m p o s i u m s  a n d  s e m i n a r s ,  s u p p o r t i n g  s t a f f  w i t h

m a t e r i a l s ,  h a n d o u t s ,  a n d  c o o r d i n a t i o n  n e e d s .

P r e p a r e d  w e e k l y  a n d  m o n t h l y  r e p o r t s  f o r  e d i t o r i a l  l e a d e r s h i p

a n d  b o a r d  m e m b e r s .

D i s t r i b u t e d  j o u r n a l s ,  u p d a t e s ,  a n d  s u b s c r i p t i o n  m a t e r i a l s  t o

a u t h o r s  a n d  r e g i s t e r e d  m e m b e r s .

P r o v i d i n g  D S L  a n d  b r o a d b a n d  p a c k a g e s  t o  c o s t u m e r s  i n

A u s t r a l i a .

E n s u r e s  t o  p r o v i d e  q u a l i t y  a n d  q u a n t i t y  c a l l s ;  b e  g l o b a l l y

c o m p e t i t i v e  a n d  u p d a t e  c o s t u m e r s  r e g a r d i n g  a  n e w  p r o d u c t

( m o b i l e  p h o n e ,  p l a n  p a c k a g e s  a n d  p r o m o s ) .

E n c o u r a g i n g  c u s t o m e r s  t o  s i g n  u p  o n  a  m o b i l e  p l a n  s e r v i c e .



K i n g  A b d u l a z i z  M e d i c a l  C i t y  -  M e d i c a l  A d m i n  S t a f f ,

O n c o l o g y  D e p t .  

A p r i l  2 0 0 6  t o  J u l y  2 0 0 6  

K i n g d o m  H o s p i t a l -  M e d i c a l  S e c r e t a r y / T r a n s c r i p t i o n i s t ,

I m a g i n g  D e p t .  

A u g  2 0 0 6  t o  N o v  2 0 0 6

T r a n s c r i b i n g  P h y s i c i a n ’ s  r e p o r t  r e g a r d i n g  t h e  p a t i e n t ’ s

c o n d i t i o n .

P r e p a r i n g  P h y s i c i a n ’ s  p o w e r - p o i n t  p r e s e n t a t i o n  o f  c a s e

r e p o r t  a n d  o t h e r  c l i n i c a l  i n f o r m a t i o n  r e g a r d i n g  h e a l t h -

a w a r e n e s s  m o n t h ,  e t c .

B o o k i n g  p a t i e n t  a p p o i n t m e n t  a n d  g a t h e r i n g  c o n t a c t

i n f o r m a t i o n  f o r  f o l l o w - u p  a n d  r e m i n d e r s .

G u i d i n g  w a l k - i n  p a t i e n t s  t o  d e s i r e d  r o o m  i f  o r  w h e n  i t  i s

n e e d e d  o r  r e q u e s t e d  ( f e m a l e  p a t i e n t s ) .

P r e p a r i n g  t h e  D i r e c t o r ’ s  s c h e d u l e  f o r  s e m i n a r  a n d  o t h e r

m e d i c a l  a c t i v i t i e s .

S u b m i t s  w e e k l y  a n d  m o n t h l y  c a s e  r e p o r t s .  U p d a t i n g  t h e

D i r e c t o r ’ s  m e d i c a l  l i c e n s e  b e f o r e  e n d  d a t e .

P r e p a r i n g  t h e  D i r e c t o r ’ s  c a s e  p r e s e n t a t i o n .  S e n d i n g  e m a i l s

a n d  u p d a t e s  t o  B o a r d  m e m b e r s  a n d  m e d i c a l  s t a f f  r e g a r d i n g

s e m i n a r s ,  c o n f e r e n c e  a n d  o t h e r  r e l a t e d  e n g a g e m e n t s .

C o o r d i n a t i n g  w i t h  o t h e r  d e p a r t m e n t  f o r  u p d a t e s  a n d  o t h e r

q u e r i e s .  S u b m i t t i n g  s u m m a r y  c a s e  r e p o r t  t o  d e s i r e d

P h y s i c i a n  a n d  H o s p i t a l  D i r e c t o r .

P r o v i d i n g  m e d i c a l  c o p i e s  a n d  o t h e r  r e l a t e d  a r t i c l e s  t o

c o n c e r n e d  s t a f f  a n d  b o a r d  m e m b e r s .

E n c o d e d  a n d  t r a c k e d  p h y s i c i a n  r e s i d e n c e  r e c o r d s  a n d

a s s e s s m e n t  f o r m s ,  a n d  c o o r d i n a t e d  p h y s i c i a n  v i s i t s  a n d

a c c o m m o d a t i o n s  w i t h  t h e  A d m i n  a n d  H o u s e k e e p i n g

S u p e r v i s o r  t o  e n s u r e  p r o p e r  s c h e d u l i n g  a n d  l o d g i n g

a r r a n g e m e n t s .



O P M  S A N G  C h i l d  D e v e l o p m e n t  C e n t e r ,  R i y a d h  K . S . A .

T e a c h e r ’ s  A i d e

( S u m m e r  J o b )

M a r c h  1 9 9 7

S a u d i  M e d i c a l  J o u r n a l  -  M e d i c a l  C l e r k ,  T y p i s t ,  R e c e p t i o n i s t

( S u m m e r  J o b )

O c t  1 0 ,  2 0 0 0  t o  N o v  1 8 ,  2 0 0 0

M a n a g e s  a s s i g n e d  r e s p o n s i b i l i t i e s  w i t h  c o m p e t e n c e  a n d

w o r k s  w i t h  c h i l d r e n  t o  d e v e l o p  a p p r o p r i a t e  v e r b a l

c o m m u n i c a t i o n  s k i l l s .

M a i n t a i n s  c l a s s r o o m  c l e a n l i n e s s  a n d  o r d e r l i n e s s .

O p e n l y  s u p p o r t s  t h e  p o l i c i e s  a n d  g u i d e l i n e s  o f  t h e  t e a c h e r

a n d  s c h o o l  d i r e c t o r .

P r e p a r i n g  s a i d  a c t i v i t i e s  f o r  t h e  c h i l d r e n .

S e n d i n g  e n d - o f - d a y  r e p o r t s .  

M a i n t a i n i n g  a n  u p - t o - d a t e  o f  m a i l i n g  l i s t  o f  a u t h o r s  a n d

s u b s c r i b e r s .

T y p e s e t t i n g  t h e  m a n u s c r i p t s  a n d  c h e c k i n g  a l l  t h e  a r t i c l e s ,

r e f e r e n c e s ,  f i g u r e s ,  e t c .

D a t a - e n t r y  o f  S a u d i  M e d i c a l  J o u r n a l  s u b s c r i b e r s  a n d

N e u r o s c i e n c e  J o u r n a l  s u b s c r i b e r s .

A t t e n d i n g  s y m p o s i u m s  a n d  c o o r d i n a t i n g  w i t h  m e d i c a l  s t a f f ,

a s s i s t i n g  w i t h  l e t t e r s  f o r  d i s t r i b u t i o n  t o  s p e a k e r s  a n d

a t t e n d e e s .

R e c e i v e  a n d  d i s t r i b u t e s  a l l  i n c o m i n g  a n d  o u t g o i n g  m a i l s

d a i l y .

D a i l y  r o u t i n e  i n  o r g a n i z i n g  o f f i c e  w o r k .  S e n d i n g  m a n u s c r i p t

a p p r o v a l  t h r o u g h  f a x  ( L o c a l  a n d  I n t e r n a t i o n a l  f a x ) .



W o r k s h o p s  a n d  S e m i n a r s  A t t e n d e d

E d u c a t i o n a l  A t t a i n m e n t

J u n e  1 9 8 7  t o  A p r i l  1 9 9 3

P h i l i p p i n e  E m b a s s y  S c h o o l

E l e m e n t a r y  G r a d u a t e

J u n e  1 9 9 3  t o  A p r i l  1 9 9 8

I n t e r n a t i o n a l  P h i l i p p i n e  S c h o o l

A r a b i a  H i g h  S c h o o l  G r a d u a t e

J u n e  1 9 9 8  t o  A p r i l  2 0 0 3  

E m i l i o  A g u i n a l d o  C o l l e g e ,  M a n i l a  B . S .  B i o l o g y  G r a d u a t e .

S e p t  2 7 ,  1 9 9 6  :  I P S R  T o a s t m a s t e r ’ s  I n t e r n a t i o n a l  L e a d e r s h i p

T r a i n i n g ,  S e m i n a r  W o r k s h o p  I  P S R ,  K . S . A .

i n  R i y a d h ,  K i n g d o m  o f  S a u d i

M a r c h  2 0 0 7  :  T h e  C o c h r a n e  L i b r a r y  T h e  B e s t  S i n g l e  S o u r c e  o f

E v i d e n c e  a b o u t  t h e  E f f e c t s  o f  H e a l t h c a r e  O n e - D a y  S y s t e m a t i c

R e v i e w  W o r k s h o p  R i y a d h  M i l i t a r y  H o s p i t a l ,  K . S . A .

i n  R i y a d h ,  K i n g d o m  o f  S a u d i  A r a b i a

J u l y  2 0 2 6  :   K A N Z  A I  T r a i n i n g  H a c k a t h o n  

S u c c e s s f u l l y  c o m p l e t e d  a n  i n t e n s i v e  A I  t r a i n i n g  p r o g r a m  a n d

d e s i g n e d ,  b u i l t ,  a n d  p r e s e n t e d  a n  o r i g i n a l  A I - p o w e r e d

a p p l i c a t i o n ,  E x e c u t i v e O S ,  l e v e r a g i n g  A I - a s s i s t e d  d e v e l o p m e n t

t o o l s  t o  c r e a t e  a  d i g i t a l  e x e c u t i v e  s u p p o r t  s o l u t i o n .
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R E F E R E N C E S

S h e e n a  K r i s t i n e  A r t u g u e

O p e r a t i o n s  D i r e c t o r ,  B r u n t w o r k

M o b i l e  n u m b e r :  + 6 3  9 9 1  1 7 2  7 4 8 3

e m a i l  a d d r e s s :  a r t u g u e s h e e n a k r i s t i n e @ g m a i l . c o m

M i k e  B o l a t o n

C l i e n t  S e r v i c e s  M a n a g e r ,  W e a l t h  I n v e s t m e n t  M a n a g e m e n t ,

W e l l s  F a r g o ,  M c K i n l e y  H i l l s

M o b i l e  n u m b e r :  + 6 3  9 1 6  7 5 4  8 1 0 5

e m a i l  a d d r e s s :  m i c h a e l j a y . a . b o l a t o n @ w e l l s f a r g o . c o m

m i c h a e l . b o l a t o n @ g m a i l . c o m

T e r e n c e  F a u s t o  A s s o c i a t e

G o o g l e  W a z e  A d  O p s  T r a i n e r ,  C o g n i z a n t

M o b i l e  n u m b e r :  + 6 3  9 0 6  0 6 6  9 4 8 0

e m a i l  a d d r e s s :  t e r e n c e . f a u s t o 1 @ g m a i l . c o m

L e o n y  M a h a b a g u e

C u s t o m e r  S u c c e s s  S p e c i a l i s t  –  R e t a i l  S e r v i c e s  ( D i l l a r d ’ s )

W e l l s  F a r g o ,  M c K i n l e y  H i l l s

M o b i l e  n u m b e r :  + 6 3  9 1 8  5 5 9  9 8 6 0

e m a i l  a d d r e s s :  l m a h a b a g u e @ g m a i l . c o m
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	Catherine S. Garcia
	Professional
	Summary
	Bringing over 15 years of professional experience. Focused on the application of technology to a wide range of industries, including healthcare, financial services and customer services. Support, quality assurance, content moderation and other functions of the company. Client relations. Skilled in appointment scheduling, patient coordination, executive support, compliance. The specific activities that the organization could undertake to monitor their performance, improve their processes and coach their teams are numerous. Recognized for strong organizational skills and results-driven.

	Core Competencies

	PROFESSIONAL EXPERIENCE
	USHS | Virtual Assistant January 2025 – December 2025
	Scheduled and confirmed appointments while maintaining accurate records and follow-up activities.
	Lead generation and client outreach efforts were performed by me. Also, I assisted with operational reporting and data analysis to improve the workflow of the company.
	Monitored and moderated social media content to ensure compliance with company standards.
	Conducted quality assurance reviews and provided coaching recommendations.
	Supported the operations of executives by performing tasks such as tracking action items, preparing reports for them and managing confidential information for them. Also coordinated communications between the executives' clients and team members.
	The second type of information that can be gathered about a company is information about its members and leadership.


	Foundever | Healthcare Dispatcher November 2023 – June 2024
	Cognizant | Senior Process Executive – Google Waze Ads April 2023 – September 2023
	Wells Fargo May 2015 – April 2023 Banker Coach / SME, Customer Success Specialist Customer Premier Specialist II Consumer Success Specialist I

	II
	Manulife- Financial Advisor Nov 22, 2013 to Sept 22, 2014 Manulife Financial Corporation

	Emerson Network Power - CSR, Shared Services July 3, 2012 to October 30, 2013
	Outblaze Asia Pacific | Cartoon Network - Content Moderator March 29, 2009 to May 31, 2011
	Acquire Asia Pacific, Inc - C.S.R. April 2008 to August 2008
	Saudi Medical Journal-Desktop Publisher Medical Office Staff November 2007
	Kingdom Hospital- Medical Secretary/Transcriptionist, Imaging Dept.  Aug 2006 to Nov 2006
	King Abdulaziz Medical City - Medical Admin Staff, Oncology Dept.  April 2006 to July 2006
	Saudi Medical Journal - Medical Clerk, Typist, Receptionist (Summer Job) Oct 10, 2000 to Nov 18, 2000
	OPM SANG Child Development Center, Riyadh K.S.A. Teacher’s Aide (Summer Job) March 1997
	Workshops and Seminars Attended
	Educational
	Attainment
	REFERENCES

