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SUMMARY OF QUALIFICATIONS

· 4 years experience in banking operations as Clearing Associate

· 2 years experience in branch banking as Sales Associate/ Service Associate
· Excellent communication with IELTS (International English Language Testing System) total band score of 6.0

· Knowledge of accounting terms and entries

· Interpersonal/human relation skills

· Verbal/written communication skills

· Ability to plan, work, establish priorities and remain flexible

· Fully computer literate (MS Office)

EXPERIENCE
ASIA UNITED BANK 

33th Floor Joy-Nostalg Building, Ortigas Center
Pasig City, Metro Manila, Philippines
Clearing Associate

December 2010 – December 2014

Duties and Responsibilities

· Handles accounting entries for proper balancing, posting of inward and outward clearing checks (local) of branches against Philippine Clearing House Corporation report (PCHC) on a daily basis.
· Assigned to properly encode outward checks sent to PCHC before cut-off time for clearing.

· Responsible for downloading Electronic Clearing reports from PCHC to CASA Host.

· Responsible for proper editing of Client’s account number from CASA host for proper debiting of its account which were erroneously encoded by other Banks.

· Responsible to represent Bank into the exchange of checks between member Banks in Philippine Clearing House. 
· Ensures that the required documents and reports are submitted to Head Office on time.

· Responsible for proper balancing/posting of PCHC Inward Clearing check transactions prior to final upload to CASA Host.
· Protects the bank against fraudulent and erroneous issuance of check through check verification.

· Manages to communicate with Branch Service Managers that all checks with technicalities and disposition before cut-off time.

· Responsible for proper disposition of undebited checks.
· Primarily responsible for clearing of dollar checks via cash letter and local checks subject for collection.

· Ensures that all checks are valid and free from any technicality before sending to the same clearing banks.
· Prepares and encode outward regional and MICR clearing demand ensuring a timely transmission and physical delivery of clearing items to Philippine Clearing House Corporation.
  Sales Associate/ Service Associate

        December 2008 - December 2010


    Duties and Responsibilities
· Customer service, customer inquiry of bank products, account balance inquiry and verification
·  Facilitating of account opening and account maintenance (CASA and Time Deposit, Trust and IMA placement)
·  Foreign exchange-buying and selling of USD, check book requisition, bank certification
·  Acceptance and validation of cash and cheque deposits
·  Processing of withdrawal and encashment
·  Performing of specialized tasks such as sale of manager’s check and demand draft
EDUCATION

Philippine Women's University

Taft Avenue, Manila, Philippines
Bachelor of Science in Nursing

Graduated 2008

TRAININGS AND SEMINARS
· Advanced Signature Verification Seminar (2012)

Asia United Bank  

JNT bldg. 33rd floor, HR Training Room, Ortigas Center, Pasig City

By Antonio Magbojos
· Anti-Money Laundering Policy (2012)

Asia United Bank  

JNT bldg. 33rd floor, HR Training Room, Ortigas Center, Pasig City

By Dodi Roldan

· Signature Verification Seminar (2011)
JNT bldg. 33rd floor, HR Training Room, Ortigas Center, Pasig City

By Antonio Magbojos

· Corporate Etiquette and Sexual Harassment Seminar (2008)
JNT bldg. 33rd floor, HR Training Room, Ortigas Center, Pasig City

By Menchu Palma
PERSONAL PROFILE
Birth date:
May 25, 1984

Age:

30

Civil Status:
Single

Nationality:
Filipino

Height:

177.80 cm

Weight:
80 kg

