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CAREER OBJECTIVE

Looking to join a progressive organization which values the commitment to perform quality work and offers opportunities for advancement

WORKING EXPERIENCE

Executive Assistant   
Bank (Phils.)    
18 September 2006-29 February 2008      

Duties/Responsibilities:

· Provided administrative and technical assistance to the Support Services and Credit Supervisions Head in relation to manpower,    

   operational and financial activities of sections within the Department and branches within the area as well as the strict compliance 

   with internal and external policy guidelines

· Reviewed bank purchases and payments to suppliers (i.e. office supplies, etc.), turn-over of the banks FFEs

· Attended to bank's queries on Human Resources, General Services, Information Tech., Collection, General Accounting, Special Assets concerns of clients and subordinates 

· Prepared materials/reports gathers data

· Validated, reviewed and monitored compliance with and attends to inquiries regarding signatories/approving authority as well as approved depository arrangements

· Coordinated with HRD as to the promotions for constant monitoring of manpower complement and compliance with approved  plantilla, sourcing and interview schedules of external and internal applicants and other related requirements to facilitate hiring.

· Acted as the Bank’s Petty Cash Custodian
· Recorded and safekeeps all necessary documents related to the Bank’s Controller/VP function

· Accomplished internal/external memoranda of the Company 

· Attended to detailed travel itineraries and accomodations

· Accomplished additional duties/responsibilities assigned by the Supervisor
SYSTEM PROFICIENCIES

· Excellent in MS Word 
· Knowledge in MS Excel 

· Knowledge in MS PowerPoint

AWARDS

Discipline Award                             

Initiative Award

EDUCATION

Bachelor of Science in Business Administration (Major in Banking and Finance)

Philippine School of Business Administration-Manila

Class of 2006

MEMBERSHIP OF PROFESSIONAL ORGANIZATION

Junior Finance Executive Society

PSBA-Manila

Manila Chapter

Student Catholic Action

PSBA-Manila

Manila Chapter

   -      Member of the Organization’s Executive Committee

· Served the Organization as Officer for two (2) consecutive years

· Year 2004-2005 as Auditor

· Year 2005-2006 as Secretary

Campus Ministry

PSBA-Manila

Archdiocese of Manila

· Served as Volunteer of the Archdiocese

· Participated in the Archdiocese’ spiritual/charity related projects

TRAININGS/SEMINARS

On-the-Job Training (OJT)

Metropolitan Banking & Trust Company

December 7, 2005-February 9, 2006

Briefing on the Anti-Money Laundering Act

UCPB Savings Bank

December 17, 2007

Team Building Seminar

PSBA Campus Ministry-Archdiocese of Manila-SCA (PSBA-Manila)

June 9-10, 2004

June 10, 2005

Leadership Training Seminar

PSBA Campus Ministry-Archdiocese of Manila-SCA (PSBA-Manila) 
April 12-13, 2004

June 10, 2005

PERSONAL INFORMATION

Date/Place of Birth: September 5, 1983/ Manila                 Nationality: Filipino

Civil Status: Single                                                               Religion: Roman Catholic

Height: 164 cms.                                                                   Weight: 50 kgs.

PASSPORT DETAILS6                                            Country of Birth: Philippines
Place of Issue: Manila, Philippines                                         City of Birth: Manila
Date of Issue: February 19, 2008                                        Date of Expiry: February 18, 2013
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