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Objective

To be a member of a well-established company that will provide opportunities for career advancement and to perform challenging roles in the world of business.

Professional Profile

· Able to prioritize and complete multiple tasks and follow through to achieve project goals.
· An independent and self-motivated professional with excellent communication and interpersonal skills
· Years of Job experience in Human Resource, Banking, Administrative work.
· Strong rapport with associates based on Professionalism, knowledge, and integrity.
· Ability and willingness to learn more working on the job.

Educational Background

College


Bachelor of Science in Business Administration Major in Financial Management


University of the East


2006 – 2010 – Graduate

High School


Pasig Catholic College

2002 – 2006 – Graduate

Work Experience

Finance, HR & Admin Department

June 2012 – March 2015
HR & Admin Assistant
· Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies.
· Pays employees by calculating pay; distributing checks; maintaining records.

· Checks and prepares monthly renewals such as visas, vehicle registrations, medical insurances, etc. 
· Monitors unemployment claims by reviewing claims; substantiating documentation.
· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.

· Orients new employees by providing orientation information packets; reviewing company policies; gathering withholding and other payroll information; explaining and obtaining signatures for benefit programs.

· Documents human resources actions by completing forms, reports, logs, and records.

· Updates job knowledge by participating in educational opportunities; reading professional publications.

· Accomplishes human resources department and organization mission by completing related results as needed.
· Assist the immediate supervisors by carrying out basic clerical tasks such as typing correspondence, sending out emails and faxes, making copies and sorting the mail.

· File, label, organize and respond to requests for files from the supervisors or other departments.
Accountant

· Maintaining all books of accounts and ensuring that it is up to date.
· Assisting Senior Accountant in related works and keeping the records.
· Makes routine journal and ledger entries and tallies all books of accounts.
· Plays vital role in preparation of balance sheet and supports with related accounting information.
· Reconciling bank and cash transactions and prepares statement.
· Making salary calculations, deductions or additions with regards to loan or overtime and monthly salary payment to all employees.
· All settlement and related financial transactions of terminated or resigned employees and also for those going for vacation.
· Assisting the seniors and department head during half year and financial year end closing and submit all the financial information to the internal & external authorities for cross checking.
Allied Banking Corporation
Cash Department
November 2010 – April 2012
New Accounts Associate
· Answer customers' questions, and explain available services such as deposit accounts, bonds, and securities.
· Compile information about new accounts, enter account information into computers, and file related forms or other documents.
· Inform customers of procedures for applying for services such as ATM cards, direct deposit of checks, and certificates of deposit.
· Perform teller duties as required.
· Refer customers to appropriate bank personnel to meet their financial needs.
· Interview customers to obtain information needed for opening accounts or renting safe-deposit boxes.
· Process loan applications.
· Collect and record customer deposits and fees, and issue receipts using computers.
· Investigate and correct errors upon customers' request, according to customer and bank records.
· Execute wire transfers of funds.
· Obtain credit records from reporting agencies.
· Issue initial and replacement safe-deposit keys to customers, and admit customers to vaults.
· Perform foreign currency transactions and sell traveler's checks.
· Duplicate records for distribution to branch offices.
Seminars and Trainings Attended

Integrated Management System (IMS) Awareness Training


Qatar Concrete Company - Conference Room

September 11, 2012
New Accounts Seminar


Allied Banking Corporation – Penthouse


September 26 – 30, 2011

Money Laundering and Terrorist Financing Prevention Seminar

Allied Banking Corporation – Penthouse


May 30, 2011
Orientation Program for New Hires and Customer Service Workshop


Allied Banking Corporation – Penthouse


February 10 – 12, 2011
On-the-Job Training: Allied Banking Corporation


Earnshaw Branch, Sampaloc, Manila

Personality Development Part II: “Image 101”


University of the East Briefing Room, C.M. Recto, Manila


February 17, 2010
Personality Development Part I: “Good Grooming and Hygiene”


University of the East Briefing Room, C.M. Recto, Manila


February 11, 2010

Business Lecture: Ethics and Corporate Governance By Mr. Gregorio S. Navarro and Mr. Sonny B. Coloma


University of the East Theatre, C.M. Recto, Manila


December 11, 2009

1st CBA Business Symposia – Topic: “ISO 101”


University of the East Conference Hall, C.M. Recto, Manila


February 18, 2009

Dr. Washington SyCip - Accounting Lecture Series


University of the East Theatre, C.M. Recto, Manila


January 23, 2008
Skills

· Proficiency in Microsoft Office Applications (MS Word, Excel, Power Point, Etc.)
· Proficiency in Accounting Software and Systems (Oracle)

· Knowledgeable in ISO and OSAS Certifications 
Extracurricular

UE - Junior Financial Executives

· Member (2008 – 2010)
Young Entrepreneurs’ Society – UE

· Member (2009)
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