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WORK EXPERIENCE
China Banking Corporation, Ormoc City, Philippines


Bank Teller







June 2012 to March 2015
· Process all cash transactions taking place in the bank
· Maintain accurate details of each transaction, make precise entries into the banking system
· Balance the currency, validate deposit slips
· Tally the full cash amount at the end of the day
· Count the cash in ATMs and replenish them
· Help the customers to get through tedious banking processes
· Guarantee security and safety of all bank and client assets via effective adherence of regular corporate and legal processes
· Bring in new customers and open new accounts by advertising new services and boosting business referrals such as mortgages, insurances, loans, etc.
Customer Relations Assistant




October 2011 – May 2012


· Handle transactions and effectively communicate ideas, suggestions, and answers customer queries
· Decipher customer needs and offer the best solution based on proper company policies
· Offer upgrades and new banking services or products
· Process in opening and closing of client’s account
· Perform clerical task such as answering calls, typing, sorting and filing
· Process checkbook reorders, bank statements and bank certificates
· Update passbooks
Ormoc Sugarcane Planters’ Association Farmers Medical Center, Ormoc City, Philippines
Medical Secretary






October 2011 – July 2010     
· Schedule and confirm appointments for the Medical Director
· Compile and record medical charts, reports, and correspondence
· Answer telephones, and direct calls to appropriate staff
· Greet visitors, ascertain purpose of visit and direct them to appropriate staff
· Perform various clerical and administrative functions, such as ordering and maintaining an inventory of supplies
· Prepare correspondence and assist physicians or medical staff with preparation of reports and conference proceedings.
Aegis People Support, Cebu City, Philippines
Customer Service Representative




February 2010 – June 2010     
· Assist customers in booking, cancelling and changing travel plans
· Answer calls and respond to customer requests
· Sell product and place customer orders in computer system
· Provide customers with product and service information
· Transfer customer calls to appropriate staff
· Identify, research, and resolve customer issues 
Aramex International Courier Co., Muscat, Oman
Operations Team Member Senior (Express & Freight)

April 2006 – November 2009     

· Process and monitor the receiving process from ground couriers as per the standard procedure.
· Process the incoming packages in terms of weighing, coding, packing, adherence to destination requirements, sorting, bagging
· Perform all necessary customer service functions with regards to on hold shipment, repacking, bad address management, special requests and answering internal/external customers’ inquiries.
· Maintain effective communication with internal and external customers
· Identify shipments containing illegal materials such as drugs, weapons, liquids not to pass through the operations.
· Process and monitor the consol receiving, recovery and reconciliation activities as per the Express quality of service standards.
·  Monitor the held in customs shipments and communicate with the related customer account management teams to ensure on time processing and clearance.
· Ensures on-time pickup of all shipments
· Logging shipments information from the airlines in log sheets
· Handles all necessary paperwork as per local or origin country rules and regulations.
· Books the shipment with the airline(s) and should follow-up on its export procedures efficiently and delay – free.
· Responsible for loading and unloading shipments in warehouse and keeping shipments in storage.
· Follows up with Customers brokers to ensure smooth clearance of all incoming shipments.
· Collects incoming air waybills and paperwork from the airport according to country regulation to receive the shipments and notifies the Cargo Center.
Visayan Cable Television Network, Inc., Ormoc City, Philippines
      Customer Service Representative



June 2005 – February 2006     
· Assist in opening an account
· Provide customers their queries regarding product and services. 
· Deal and help resolve customer complaints
· Make demand letters for disconnected subscribers
· Perform clerical tasks such as answering calls, filing documents and other paperwork
· Reporting of forecasted weather conditions in local TV
EDUCATIONAL BACKGROUND
Bachelor of Arts Major in English, 2001-2005
St. Peter’s College of Ormoc



Ismael Cataag St., Ormoc City, Philippines
SKILLS
· Excellent customer service skills, attentiveness, information retention, tact and diplomacy in dealing with both customers and employees
· Strong communication and organizational skills
· Ability to work in a fast-paced environment and under pressure as needed
· Ability to work in teams
· Holder of Philippine and Oman driving license 
TRAININGS ATTENDED
Currency Counterfeit Detection, Tacloban City, Philippines


October 11, 2014

Trust Products and Services, Tacloban City, Philippines


June 15, 2013

Briefing on New Generation Philippine Notes, Tacloban City, Philippines
October 20, 2012
Basic Tellering Course, Tacloban City, Philippines



September 1, 2012
Handling Customer Complaints, Tacloban City, Philippines


August 4, 2012
Signature Verification Course, Tacloban City, Philippines


July 28, 2012
Anti – Money Laundering, Cebu City, Philippines



July 14, 2012
Time Management Training, Muscat, Oman




February 24, 2009
Excellence in Customer Service Training, Muscat, Oman


May 30, 2009
AFFILIATIONS
Member, Rotary International Club of Ormoc
Regional Finance Head, The Philippine Foundation of AngLingkod Ng Panginoon
PERSONAL INFORMATION
Birth Date

December 23, 1985
Age


29
Civil Status

Single
Citizenship

Filipino
Weight


57 kilos
Height


5’2
