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PROFESSIONAL OBJECTIVE

To obtain a position where I can utilize and maximize my management skills, knowledge, quality assurance and training experiences, and benefit the company by providing effective and quality work performance.
SUMMARY OF CREDENTIALS
· More than 10 years of experience in different field such as Customer Service, Banking, Admin, and Technical Support
· Best in class customer care service.

· Can handle large amount of cash efficiently and accurately.

· Professionally qualified in Business Management.

· Handled office procedures, dealt with customers high volume workloads.

· Capable in processing data and information, keeping records, and tabulation.

· Excellent communication, interpersonal, organization and management skills.

· Flexible, trainable, fast learner and can work under minimum supervision.

· Proficient in MS Office Applications (Word, Excel and Power point). 
PROFESSIONAL EXPERIENCE


· Microfinance Bank, Inc. 

     Bongabong, Oriental Mindoro, Phillipines 
Microfinance Head
November, 2006 – To present

Work Involvement:



· Responsible in handling schedules.
· Gathers information related to the query and concern of the clients and act on it accordingly.
· Oversees microfinancing operation activities in a unit including recruitment of personnel, setting up of the branches, planning and implementing the business' short-term plan, meeting the business plan targets, resolving issues in the field, maintaining the branch in a disciplined and efficient way, and representing the business. 
· Ensures overall unit profitability and performance at a high level. 
· Oversees the preparation of financial reports, direct investment activities, and implements cash management strategies.
· Develops strategies and implements the long-term goals of the organization.
· First Southern Island Finance Corporation 

     Bansud, Oriental Mindoro, Philippines

Loan Account officer

July, 2004 – October, 2006        
Work Involvement:
· Approves loans within specified limits, and refer loan applications outside those limits to management for approval.
·  Meets with applicants to obtain information for loan applications and to answer questions about the process.
· Analyzes applicants' financial status, credit, and property evaluations to determine feasibility of granting loans.
· Explains to customers the different types of loans and credit options that are available, as well as the terms of those products or services.
· Obtains and compiles copies of loan applicants' credit histories, corporate financial statements, and other financial information.
· Bongabong Equitable Lending & Credit, Inc.

Bongabong, Oriental Mindoro, Philippines

Bookkeeper-in-charge

April, 2001 – June, 2004
 
Work Involvement:
· Maintains financial records of a company.
· Apprenticeship in The Country Bank

Head Office at Bongabong, Oriental Mindoro, Philippines

Customer Service Representative

October, 2000 – March, 2001

 
Work Involvement:
· Collects and accepts deposits from clients. 
· Helps account officers to answer questions from client regarding deposit and loan accounts.
· Helps loan officers in processing loan documents during loan release.
· Assists to bank cashier during closing of transactions of the day.

· Responsible in sorting of money. 
EDUCATION

TERTIARY
:     
1997 – 2001     Eastern Mindoro College            
Oriental Mindoro, Philippines

                                
Course – (BSC) Bachelor of Science in Commerce – Management

                                    Graduated cum laude

SECONDARY   :     
1993 – 1997     Saint Joseph Academy
             Oriental Mindoro, Philippines



             With honor

ELEMENTARY
:     
1987 - 1993      Salcedo Elementary School       
Oriental Mindoro, Philippines


                        With honor
CHARACTER REFERENCES

Available upon request
