Gulfjobseeker.com CV No: 1384212
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

        http://www.gulfjobseeker.com/feedback/submit_fb.php

PROFILE
A results driven, dedicated professional with more than 6 years of experience in check verification and processing.Specializing in signature and technical aspects of checks with keen attention to details. Now seeking an innovative and challenging career in an esteemed organization where I can make the most of my skills and learnings to contribute it in the most effective and righteous manner.


PROFESSIONAL EXPERIENCE

2008-2014
Clearing Assistant Check Clearing and Settlement Division

METROPOLITAN BANK AND TRUST COMPANY

· Responsible for authenticating clients’ signatures to detect any form of forgery, misrepresentations and irregularities.

· Verify checks for any technical deficiencies ( PDC, SDC, spurious and tampered checks) to avoid fraudulent transactions.

· Encoding of check amounts for terminal balancing.
· Responsible for ensuring that the correct number of checks per branch is verified by using a tally system.
2007-2008
Corporate Secretary D.M. WENCESLAO & ASSOCIATES
· Responsible for screening and proper dissemination of incoming correspondences.

· Created an effective database and filing system for easy access of files and documents.

· Writes various correspondences such as memos and other inter-office letters.

· Answers high volume of incoming calls and inquiries from clients and co-workers
2006-2007
Data Encoder  Spi TECHNOLOGIES (Client: General Motors)
· Works with variety of documents including letters, reports, manuscripts, brochures.

· Responsible for inputting list of information such as date, record numbers, vehicle year, model, engine, parts  in the index field specified by client's instructions.
· Proofreads and edits index forms of co-workers to ensure accuracy and quality. 

CORE COMPETENCIES
· Basic Accounting for Non-Accountants Seminar, January 2013
· Check Verification In-House Seminar, January 2014

· 6 Units of MBA – Principle of Managerial Economics; Executive Communication

· Fluent in English

· Team player and can work under pressure

· Adept usage of MS Word, Excel and Powerpoint


EDUCATION

Academic Year 2002-2006        DE LA SALLE UNIVERSITY – DASMARIÑAS

Bachelor of Science in Business Administratioln Major in Business Management

· Dean’s Lister 2003-2004

· Brother President Scholarship Program 2003-2005
