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CAREER OBJECTIVE

To obtain a challenging and fulfilling position that will allow full utilization of my skills and that will provide opportunities for personal and professional advancement.
PERSONAL BACKGROUND

Married, born April 28,1980, stands 5’1 and  Filipino citizen and in good health. High interest in banking and finance, customer service and administration services.
WORK EXPERIENCE
· Sales and Service Associate, Bank of the Philippines,  one of the Philippines’ largest commercial bank ( June 2009 – Jan 2015 )
· Responsible in greeting guest, employees, and Visitors in a professional manner and courteous manner.
· Excellent in communication, relationship building skills with polished telephone etiquettes.
· In charge of  marketing and processing  branch products and services to various clients

· Provides immediate solution for various account concerns

· Performs clerical tasks, such as arranging letters, memoranda, invoices and other indexed documents according to an established system. Operates office equipment and completes general office work.
· Performs both teller and sales functions of the branch in a senior level capacity.
· Treasury Assistant , SM Department Store -  one of the Philippines’ fast rising commercial Mall known for it’s excellent service & products( June 2002 until 2008)
· Performs Foreign Exchange 
· Counterfeit Detections on peso, Dollars and others currencies
· Provides immediate solution for various client concerns
· Ensures excellent client relation and servicing
· Maintaining adequate control in the custody of cash

· Maintaining optimum cash level

· Accurate recording of cash transactions and accounting of balances; and

· Servicing cash requirements of other branch service personnel
· Cash Sorters, Equitable –PCI bank ( Sept 2001 to 2002)
· Sorts Cash from atm tellers
· Counterfeit Detections on peso, Dollars and others currencies
· Monitors and evaluates received reports from suppliers
EDUCATIONAL BACKGROUND

1997-2001       FAR EASTERN UNIVERSITY, Manila
                        Bachelor of Science in Management
1993-1997     PRIETO-DIAZ NATIONAL HIGH SCHOOL
                          Secondary Education

TRAININGS AND SEMINARS ATTENDED

October 2013                       Front Desk Training (Making a connection in customer                        service)



          Unionbank of the Philippines

October 2012                         Counterfeit Detection Seminar (Peso and Dollar)

                                              Unionbank of the Phippines
October 2011                      Counterfeit Detection Seminar ( Peso and   Dollar)

           Unionbank of the Phippine                                                                June 2011                            Exceeding Customer Expectations through Excellent        
                                              Service  
                                             Unionbank of the Phippines
September 2010                  Signature Verification and Forgery Detection Seminar

                                             Unionbank of the Phippines

June   2010                          Complaints Handling and Recovery Management  
                                              Program   
                                             Unionbank of the Phippines

July  2009                 
         Bank Orientation and Service Mileage Program

                                             Unionbank of the Philippines

September 2005                 Customer Service 



                     SM mall ,Manila 

June 2004                           Counterfeit Detection (Dollar and other currencies) 


                     SM mall , Manila

Character Reference, available upon request

