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MARY GRACE C. CIMARA
▪  25th St. Muroor Abu Dhabi UAE  ▪ +971 567623229                                                              jcimara@yahoo.com


P R O F I L E
Self motivated and highly knowledgeable accounts receivable specialist experienced in tracking & reconciling accounts for a large portfolio of clients. Proven record of achieving targets by monitoring and ensuring compliance for reconciling account balances in a timely manner. Detailed oriented with a keen ability to recognize discrepancies. Experienced in fast paced environments that depend on efficiency and accuracy. Team player, flexible and dependable.
P R O F E S S I O N A L   E X P E R I E N C E

TRANSACTION PREMIUM RECONCILIATION ANALYST- AUG 2006 TO DEC 2010
ACCENTURE Inc.
39th floor GT Tower International HV. Dela Costa St.

Corner Ayala Avenue, Makati City, Phils.
Job Duties

· Accounts reconciliation and management of Traditional, HMO and EBS account receivables in one of the leading healthcare provider in Northeast, West, South and Mid America
· Ensures updates clean-up of assigned accounts receivables to attain high key performance measure.

· Provides assistance to client’s representative by maintaining their accounts receivables and dues paid and timely manner and prepares reports accurately and correspondence to send onshore (Mid America) to facilitate accounts reconciliation.

· Analyses the causes of premium discrepancy on a monthly discrepancy on a monthly basis, recommends, waive manual adjustment, refunds and / or transfer of funds.
· Prepares Statements of Accounts and Traditional Recon form on a monthly basis.
· Process new subscriber, termination and informing client’s representative regarding insured company’s

· Changes on their enrolled employees.

· Escalates issues and seeks advice when faced with non-standard issues/problems. Thus, relays issues and queries arise to assigned PSSC counterpart.

· Assist in monitoring and coaching new hires/staff.

Ad-hoc/Contributions

· Meets monthly metric not lower than 93% account receivables such as Traditional 45 Day Metrics, HMO and EBS Aging.

· Tracks internal status of daily KPM of Ronda Curtiss Team.

· Provides Quality Assurance for the Traditional platform of Ronda Curtiss Team of Mid America.

· Prepares and submit NCO Audit reports for Traditional account.

Automation Team

· Maintain database applications

· Report directly to the Project Leads all issues regarding automation activities.

· Communicate with other project regarding automation initiatives.

Prepares and submit Open Inventory Reports in Rewards and Recognition for Project Alpha.

HR ASSISTANT- May 2004 – JUNE 2006
CHEESECAKE ETC.

Ortigas, Pasig City Phils.
Job Duties

· Performed functions for various human resources processes including application/resume review, evaluate applicant skills by interview, give aptitude and personality test and make recommendations regarding applicant’s qualifications.

· Liased and attend job fairs to look for potential job candidates 

· Compiled the 201 files of all employees.

· Maintained employee personnel files, recruitment file and hourly time records.

· Assisted employees with any benefit claim issues or concerns.

· Performed all other duties as required or assigned.

T R A I N I N G S   &   S E M I N A R S

July 27 – August 27, 2007
             Accounts Receivables Reconciliation Process




39th floor GT Tower, Makati City

March 24 -25, 2008

On- line Training of Enterprise Billing System





39th floor GT Tower, Makati City

March 22, 2008


On-line Training of WEB CCI and Member Enrollment Applications




39th floor GT Tower, Makati City




S K I L L S

· Knowledgeable in Microsoft applications (MS Word and MS Excel), EBS  Oracle, AAS Oracle, J.P Morgan system
O R G A N I Z A T I O N A L   A F F I L I A T I O N
2003 – 2004 
     Fourth Year Representative, Industrial Psychology Association



      Rizal Technological University
2001 – 2004
     Member, Philippine Psyche Incorporation



     Rizal Technological University
E D U C A T I O N
Major/ Field of Study   Bachelor of Science In Industrial Psychology
                                   Rizal Technological University
                                 Boni Ave. Mandaluyong
                                 Inclusive Date: 2000-2004
Secondary                  Victorino Mapa High School

                                 San Rafael St. San Miguel, Manila



       Inclusive Date: 1996-2000
P E R S O N A L   D E T A I L S
Date of Birth
        01 August 1983
Place of Birth               Manila

Nationality                   Filipino

Civil Status                  Single

Language Spoken        Filipino/English

Passport Number
        EB1399371
Expiry Date                 17 November 2015

