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Orlando
Orlando.105230@2freemail.com  

Work Experiences
Credit  Analyst

Credit Initiation – Credit Cards 

Dubai First Pvt. JSC -22nd Flr. Burjuman Tower Bur Dubai, U.A.E.
(January 27, 2008 up to present)
· Computes eligibility and assigned credit limit on customer level

· Check required documents such as pay slip, salary certificate, passport & visa

· Check company based on Target Market List (TML) whether it is listed based on category
· Analyze credit products based on the bank policies such as credit card surrogate programs, loan surrogate, normal cases & property surrogate
· Calculates Debt Service Ratio (DSR)
· Conduct Contact Point Verification (CPV)
· Check if customer is on negative check list
Credit Analyst

Credit Initiation Consumer Banking – Loans Initiation (Credit & Risk)
Royal Bank of Scotland – Khalid Bin Waleed  Street, Bur Dubai, U.A.E.
 (April 2005 – January 2008)
· Prepare Liability Letter

· Gives approval to issue Clearance Letter

· Evaluates and approved decision of Loan Rescheduling.
· Prepare Credit Reports

· Prepare to issue Clearance Letter for Credit Cards

· Computes  Debt Service Ratio (DSR)
· Conduct / Evaluates Screening of Loans such as:  
Salary Transfer Letter 

Check the following: if it is currently dated, full name as per 


passport/passport number, date of joining, designation, salary, authorized signatory name and designation, original company stamp and compare with letterhead if match, clearance clause, intimation clause and if it is mentioning the End of Service Benefits

             Bank Statements

Check the Following: Bank Statements to be O/S if it is photocopy,  customer name, a/c number and it should be continues and closing and opening balance should be match, 
             reflecting the current three months salary, no two or more checks return for the past six 
months. 
Reference Number - Check the correctness of the reference number and ensure that they are not match with customer’s mobile number
General Cashier

Cravings Food Services Inc. – Philippines 
(January 2003 – November 2004)

· Responsible for handling of cash and check payments of all Cravings Group of Companies.

· Reconcile collection report against total payments received.

· Responsible for safekeeping of cash, dated, and postdated checks.

· Prepare daily collection report

· Responsible for handling companies financial collection record.

Accounts Assistant Accounts Receivable
Cravings Food Services Inc. – Philippines
 (January   2002 – December 2002)

· Prepare weekly statement of account.

· Prepare reconciliation of account.

· Perform general office administration.

· Prepare monthly/quarterly report.

· Handle telephone calls from various clients regarding inquiries, change in order or complaints.

· Prepare collection letter for client with past due accounts.

· Perform other special function.

Loans Processor - Credit Department 

(Handles - Real Estate Loans, Personal Loans, Business Loans, & Car Loans.)

AMA BANK - Philippines (March 1996 – December 2001)

· Responsible for the processing of all loans application.
· Conducts preliminary interviews with applicants.
· Prepare credit recommendation.
· Prepare necessary documents for loan releases. 
· Prepare loan ledger for each loan borrower.
· Monitor prompt payment by client.
· Prepare loan ledger to ensure updated payments.
· Prepare demand letter for client’s delinquent account.
· Prepare monthly/quarterly report.
Seminars/ Trainings Attended
· Service Excellence Workshop

· Quality Customer Service 

· Theft forgery and signature verification
Education

Bachelor of Science in Business Administration (Management)

Philippine School of Business Administration

Quezon City, Philippines (1995 – 1996)

Interpersonal Skills
· Computer skills ( Excel, Word, Windows, Internet, E-mail, Outlook) 

· Fairly good at public dealing and having good interpersonal relationship

· Self – motivated and opportunity driven person

· Flexible in work and can work in minimal supervision

· With good Communication Skills

