Marites (Tess) D. Anderson
C: (425) 931-6479   H: (425) 903-4133
 tess.bri@gmail.com
HIGHLIGTHS OF QUALIFICATIONS

	· 13+ years in administration and engineering industry  

· Ability to work in structured and fast paced environment

· Able to work flexible schedules, work well independently or with a team

· Onyx/Visual/Portal Applications
· Experience in Facets/TriZetto Software
	· Provided front desk excellent customer service 

· First Aid/CPR, Blood Borne Pathogens, understanding of HIPAA regulations

· Proficient in Word, Excel, Outlook, PowerPoint, Adobe Acrobat Professional, SharePoint, gINT applications, familiar with Deltek Vision, and light CAD.  


PROFESSIONAL EXPERIENCE
08/2012-Present:   Premera Blue Cross (contractor)
· M & B (Individual) 10/13 – Present: Processes subscribers applications by following standard processing procedure. Handle the tasks of entering new applications and plan changes in Edge and facets application.
· M & B (WEA ) 1/13 thru 3/13:  Provide support on AON transfer files, review, analyze and fix and discrepancies on files and help out for any especial projects as necessary. 
· GSU Department 11/12 - 1/13:  Provide support to GSU department with multiple audits and special projects, as necessary.

· M & B (WEA) 08/12 - 11/12: Working with membership and billing department processing insurance eligibility and enrollment using Facets application. Contact clients to resolve issues with enrollment completion.


Data Processing, Verathon, Inc. Customer Care (Contractor)

Review accuracy and completion of rental agreements.  Set-up customers rentals through database applications and making sure agreements are signed and purchase orders are correct before processing through shipment. Provides customer support for agreement inquiries and rental equipment.  Provides outbound calls regarding recalls and safety notifications.  Also processes purchase orders using electronic applications.  
Administration
Lead administrative professional, worked with executive engineers and senior managers.  Managed concurrent projects with changing deadlines. Word Processing, document control, created/edited document reports, proposals, spreadsheets and PowerPoint presentations. Processes electronic files and written communication.  Provided job set-up of electronic and master files.
Experience with office and project budget tracking and management, including invoices and expenses.  Processes work order/agreement documentation for sub-contractors and sub-consultants.  Coordinate meetings and schedules.
Responsible for scheduled deadlines and deliverables and to ensure proper dissemination of information, oversee and coordinate office equipment and supplies, prioritizes and maintains the efficient use of resources and availability. Assist in maintaining company document styles and formats and functions at a high level of independent judgment and discretion.

Travel Coordination, domestic and international

Provided travel arrangement for personnel worldwide, coordinates and processes domestic and international travel arrangements, monitors designated business traveler's logistics, provided support to travelers by completing travel documents, authorization, and visas.  Collects and compiles data to provide visibility of status for traveler's review. Provide supports for travelers who are on the road and must change their plans mid-trip, assist Field Engineers or Customers Support Representatives who have to travel on a moment’s notice, worked closely with onsite travel company to control costs.  

Work History

Membership Analyst
Premera Blue Cross (Contractor)
10/2013 – Present


Order Processing
Verathon, Inc. (Contractor)
05/2013 – 09/2013
Enrollment Analyst
Premera Blue Cross (Contractor)
08/2012 – 03/2013


Office Coordinator
GeoEngineers, Inc.
05/2003 – 01/2011

Interpreter (self employment)
Universal Language Services Inc.
01/2002 – 05/2003  

Travel Coordinator
Matsushita Avionics (Panasonic)
09/2000 – 04/2001

Administrative Assistant
Path Engineers LLC.
11/1999 – 07/2000 

Administrative Support
Landau Associates, Inc. 
01/1995 – 04/1999 

Education:  Bachelor of Business Management, Polytechnic University of the Philippines
