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CAREER OBJECTIVE

To become an exceptional individual fully contributing to the progress of one’s institution by:

· Obtaining a meaningful and challenging position that will enable me to grow by fully utilizing my skills and abilities and 8 years work experience.

· Apply the theoretical knowledge I gained from the academy and the experience I learned from Banking Institution where my employment stint were.
Qualifications
· Proficient in basic computer such as MS Word, Excel, PowerPoint, and Publisher.

· Ability to work with different people at all levels.

· Effective verbal and written communication skills and typing skills.
· High level of attention to details, well organized and committed to work.

· Experience in Public Relations, Customer-Oriented person and strong focus on understanding customers need.

· Highly competitive person who is organized and goal oriented individual.

· Skilled thinking, strategically and tactically.

· Exceptional versatility and adaptability.

· Dedication and drive as hard-working individual.

· Ability to manage multiple tasks in a pressured environment.

· Strong communication and interpersonal skills


· Possess utmost professional qualities, high energy and self-motivation.

· Knowledge in different kind of banking system such as AS400, Finesse, Luminous.

WORK EXPERIENCE
Marketing Assistant / Service Assistant

BANK OF THE PHILIPPINE ISLANDS 

Makati, Philippines

September 16, 2010 – June 19, 2015

Customer Service Specialist 

SECURITY BANK CORPORATION

Manila, Philippines

April 2, 2007 – June, 2010
Job Descriptions:
BANK OF THE PHILIPPINE ISLANDS - Marketing Assistant / Service Assistant 

Makati Philippines - September 16, 2010 – June 19, 2015
· Processing Loans application of the Clients , Servicing clients Loans documents & requests  

· To manage and enhance the existing commercial portfolio and solicit acceptable new relationships in order to meet the pre-set financial non-financial objectives.

·  Establish new borrowing relationships for Business Banking (SME), preparing the required credit and financial analysis as per the bank policies and procedures to enhance the bank’s market share.

· Spread and analyze financial statements, preparation of credit application, documentation & post-sanction monitoring through periodic account review/renewal.

· Manage the existing loan portfolio to ensure establishment of appropriate account plans, recommend credit facilities in line with Bank credit policy to maximize earnings while containing risks to an acceptable levels.

· Develop and maintain strong working relations with all existing clients at key levels to optimize the utilization of approved facilities.

· Implement and maintain complete control aspects i.e. financial analysis of statements of accounts, documentation, and periodical client visits call reports.
Security Bank Corporation - Customer Service Specialist
Manila Philippines – April 2007 to June 2010
· Serves and deals with the customer constantly; responsible for accepting cash, check encashment & miscellaneous collections.

· Balancing of cash and other transactions at the end of the day. 

· Processing credit/debit and other adjustments.

· ATM reconciliation and also, in charge for safekeeping items of the required materials.
· Assist depositors in account opening

· Act as Bank’s Public Relations Officer

· Project good image of the Bank to the general public

· Render courteous, pleasant, efficient and prompt customer service relative to the opening of new products and other bank services.

· Handles duties and responsibilities that may be assigned like
· Consistently showcase high levels of customer orientation and professionalism on a day to day basis.
Seminars Attended

Signature Verification

Bank of the Philippines Island
2013
Counterfeit Detection on Local and Foreign Notes

Bank of the Philippines Island
2013
Anti-Money Laundering Law

Bank of the Philippines Island
2013

High Impact Bank Selling
Bank of the Philippines Island
2013
Accountancy, Management and Technology Business Fair
2004
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EDUCATION





Bachelor of Science in Business Administration 


Major in Marketing


Centro Escolar University


Mendiola Manila


June 2003 – March 2007





St James School


Secondary


June 1999-March 2003 





Subic Central Elementary School


June 1989 - March 1995








PERSONAL PARTICULARS





DATE OF BIRTH	: June 18, 1987


RELIGION	: Catholic


CIVIL STATUS	: Single


VISA STATUS	: Tourist Visa


  














