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CAREER OBJECTIVES

1. To obtain a position requiring strong analytical and organizational skills that will enhance my abilities.

2. To grow professionally and meet new challenges. 


PROFESSIONAL STRENGTHS

· Efficient and Accurate in handling daily cash transactions

· Hardworking; works with minimal supervision

· Focuses on achieving client goals; flexible, reliable and trainable

· Has an ability to solve urgent matters and works under pressure

· A good team player who shares knowledge and ideas with colleagues
· Possesses exceptional analytical, logical and communication skills

· Proficient in various software such as MS Word, MS Excel, MS PowerPoint

· Proficient in Bank Systems and Applications such as ICBS (International Comprehensive Banking System, Alliant Branch Teller, Bank Front-End Application System, Foreign Exchange Dealing System, Remote Delivery Channel, Outward Fund Transfer System

· Can adapt to changes in the work environment, manages competing demands and is able to deal with frequent change, delays or unexpected events
· Exposed and interacted with a wide variety of personality

PROFESSIONAL EXPERIENCE

October 2013-February 2015

Client Service Associate (Bank Teller)

Banco De Oro

BDO Corporate Center

Duties and Responsibilities

· Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers, calculators, or adding machines.

· Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.

· Receive checks and cash for deposit, verify amounts, and check accuracy of deposit slips.

· Examine checks for endorsements and to verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents.

· Enter customers' transactions into computers in order to record transactions and issue computer-generated receipts.

· Count currency, coins, and checks received, by hand or using currency-counting machine, in order to prepare them for deposit or shipment to branch banks or the Federal Reserve Bank.

· Identify transaction mistakes when debits and credits do not balance.

· Prepare and verify cashier's checks.

· Arrange monies received in cash boxes and coin dispensers according to denomination.

· Process transactions such as term deposits, retirement savings plan contributions, automated teller transactions, night deposits, and mail deposits.

· Resolve problems or discrepancies concerning customers' accounts.

· Explain, promote, or sell products or services such as credit cards, insurance, using computerized information about customers to tailor recommendations.

· Perform clerical tasks such as typing, filing.

· Monitor bank vaults to ensure cash balances are correct.

· Order a supply of cash to meet daily needs.

· Sort and file deposit slips and checks.

· Carry out special services for customers, such as ordering bank cards and checks.

· Inform customers about foreign currency regulations, and compute transaction fees for currency exchanges.

· Foreign Exchange-Buying and Selling
· Process Bills Payment, Cash Advance, Easy Pay Cash, Balance Transfer, Remote Delivery Channel, Wire Transfer( Outward Fund Transfer System)

JAKA Investments Corporation
On-the-Job Trainee as Administrative Assistant (November 2012 – March 2013)

Duties and Responsibilities

· Makes photocopies, answers telephone calls, faxes documents and performs other clerical functions.

· Facilitating the events, daily activities held in the office

· Organizes the documents in the storage room


PERSONAL PROFILE

Nickname:
hany



               Age:

22 years old





Birthday:
January 20, 1993


Civil Status:
Single
Birthplace:
Nueva Ecija, Philippines



Citizenship:
Filipino






EDUCATIONAL BACKGROUND

Bachelor of Science in Business Administration 

(Major in Business Economics)

Central Luzon State University

Science City of Muñoz, Nueva Ecija, Philippines

2009-2013

ACHIEVEMENT

Career Service Sub-Professional Eligibility

Civil Service Commission 

Republic of the Philippines
