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	Bachelor of Science in 

Business Administration
Major in Management Accounting 

Eligibility:  

CSC-Career Service  Professional Eligible   




POSITION   DESIRED

ADMIN,OFFICESUPPORT,LOAN ASSISTANT, TELLER, COORDINATOR and SECRETARY
CAREER   OBJECTIVES

To obtain a challenging position in organization that offers not only the highest quality of services but also limitless career development by using my skills, experience and expertise for the continuous growth of the company.
SKILLS
Business communication skills, Interpersonal communication skills, Customer service skills, Works ethics oriented, Quick learning skills, Ability to work independently, Computer Literate, Decision making skills, Problemsolving, Maintaining a high level of production, Handling money, Performing numerical analysis, Proactive, and Flexible
EXPERIENCE   SNAPSHOT

Rural Bank, Philippines as TELLER from – September 2013 to February 2014
Job Description:
· Answer basic customer inquiries regarding interest rates, service charges and account histories while complying with disclosure requirements, regulations and consumer privacy policies.
· Receive checking and savings deposits: verify cash and endorsements, receive proper identification for cash back and issue receipts of deposit.
· Process savings withdrawals, cash checks: verify endorsement, receive proper identification and ensure validity.
· Balance currency and coin in cash drawers at ends of shifts and calculate daily transactions.
· Handle and screen telephone calls, routine mail and relocate as required.

· Manage front office operations.

· Create active files and maintain database record and folders. 

· Maintain policies and procedures of the department for smooth flow of work.

· Attend to other duties as necessary

Agri business Rural Bank, Philippines as LOAN ASSISTANTfrom– July 2013 to September 2013
Job Description:
· Organize and provides documents, reports and information to department and external clients in a useful and well organized manner.
· Prepares loan documentation.
· Promote the bank’s products and services.
· Build and maintain positive relationships with all customers, potential customers and co-workers.
· Contribute to the fulfilment of department and company objectives and goals.

· Create active files and maintain database record and folders. 

· Maintain policies and procedures of the department for smooth flow of work.

· Attend to other duties as necessary.
Masisit Dacal Livelihood Cooperative, Philippinesas ADMINISTRATIVE ASSISTANT (On Job Trainee) from – March 2013 to April 2013

Job Description:
· Ensures that all files and records are maintained in accordance with company policies and procedures.
· Co-ordinate with Administration Department for day to day routine administration job handling.
· Answers telephone, handles calls; routes to appropriate individual or takes detailed messages.
CORE COMPETENCIES
· Maintain relationship with internal departments and other third parties dealing with the company.

· Maintain cooperative work relationship; work independently and as member of a team.
· Steer initiatives in creating a suitable working environment for the company employee and that right procedures & standards are set to improve efficiency, reduce operating cost and increase productivity.
· Oversee facilities upkeep and daily work activities to ensure smooth running of company.

· Solve problem arise within the department and consult with department managers for setting strategic plans and work methods for the quality results and betterment of the company.

· Multi-tasking, flexible, honest, trustworthy, friendly, time management, teamwork and helpful to others
TRAININGS /   WORKSHOPS /   SEMINARS
· October 2014

Customer Assistance and Relationship Enhancement
· April 2014


Refresher on Basic Tellering Operation
· February 2013


4th Annual Business Summit(Philippine Stock Exchange Trading)
· November 2012


BSP [“A view to our Philippine Financial System”]
· November 2012


EXPOSED: Experiencing Positive Outlook through  Seminars on Proper Diligence at Work 

PERSONAL DETAILS

Nationality:

Filipino


Date of Birth:
May 24, 1993

Marital Status:
Single

Language/s:

English, Tagalog

Visa Status:

Visit Visa 
ACADEMIC    HISTORY
COLLEGE: 

Saint Louis University 
Tuguegarao City, Cagayan Valley, Philippines
Cagayan State University


Tuguegarao City, Cagayan Valley, Philippines

GRADUATE
