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To be highly effective to a position of sound responsibility that is dynamic and progressive in nature, which would further develop interpersonal skills and the abilities necessary to meet prime objective forth by the Company
PROFESSIONAL PROFILE
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· Effective customer service/marketing skills 
· Job interviewing skills 
· Managerial and Leadership skills 
· Analytical skills 
· Social Media Knowledge 
· Training skills 
· Ability and desire to learn new skills and improve existing capabilities 
· Enjoy working in a dynamic, changing and challenging environment 
· Results-oriented and dependable with high level of integrity 
· Proficient in use of Microsoft Office Programs (MS Word, MS Excel,MS Powerpoint) 
WORK EXPERIENCE

Manlink Consulting Human Resources FZ LLC
Recruitment Consultant
Oct 2013 till Present
· Designs, develops and maintain the recruitment process in the organization 
· Conducts job interviews for the managerial and unskilled job positions 
· Build networks to find qualified passive candidates 
· Monitors the labor legislation (UAE Law and Philippine Law) and implements required changes to keep the process compliant 
· Assist in the preparation of the candidate’s resume; highlighting their skills and strong points 
· Review applicants to evaluate if they meet the position requirements 
· Brief their candidates about the job duties that he/ she would be required to handle 
· Explore the market best practices in the recruitment and staffing 
· Builds a quality relationship with internal customer and external recruitment agencies 
· Perform closely everyday with CEO on financial and reporting matters 
· Lead and direct strategic planning cycles 
· Lead business development to identify new opportunities and assist with proposal development 
Rakbank- Dubai UAE
Relationship Officer
Feb 2013 till Oct 2013
Responsibilities:
· Maintains current business relationships and seeks new accounts 
· Responsible for a portfolio of small to mid-sized businesses 
· Obtain and compile copies of loan applicants' credit histories, corporate financial statements, and other financial information 
· Analyze applicants' financial status, credit, and property evaluations to determine feasibility of granting loans. 
· Meet with applicants to obtain information for loan applications and to answer questions about the process. 
· Handle customer complaints and take appropriate action to resolve them. 
Vise Versa International- Dubai UAE
Account Manager
June 2012 to Nov 2012
Responsibilities:
· Responsible for all client communications, conflict resolution, and compliance on client deliverables and revenue. 
· Ensures that client issues are dealt with in an efficient manner 
· Ensures that all processes and procedures are completed, quality standards are met, and that projects are profitable. 
· Conduct face to face product presentation with company 
· Prepare presentations, proposal and sales contracts 
· Provide weekly summary sales updates 
· Prepares business objectives by identifying products and pricing that meets customer needs 
· Gather market information to create offers that will boost company margin 
Dubai First Bank-Burdubai UAE
Senior Relationship Officer
Oct 2010 to Oct 2011
Responsibilities:
· Handling Credit card applications 
· Handle service issues/queries of clients 
· Provides service excellence to clientele 
· Coordination with the various parties and managers so as to compile and craft purposeful and effective responses to the customer. 
· Ensure that the complete and concise solutions/answers are provided on a timely basis 
Fitness First – Dubai UAE
Membership Consultant
May 2009-July 2010
Responsibilities:
· Produce monthly sales by enrolling prospective members In the club utilizing the Sport and Health relationship selling process 
· Educating clients on products, services and programs, as well as ensuring all client benefits are honored 
· Upgrading client programs to meet client and Company goals 
· 100 percent monthly achieved target 
Mashreqbank- Dubai UAE
Senior Relationship Executive (Self Employed Loans)
July 2007-Feb 2009
Responsibilities:
· Meet average monthly sales goals as assigned by Sales Manager 
· Prepare loan application, submit loans into process and follow up on all loans in process 
· Maintain communication with all parties involved as to loan status 
· Accurately handles customer questions, requests and information 
· Ensure proper account documentation 
· Solicit potential clients, individuals or businesses, in need of loans 
· Analyze and verify the application to determine the client's creditworthiness 
· Maintain relationship with existing corporate clients 
· Accounts opening 
BDO PHILIPPINES
Marketing Officer
June 2006 to May 2007
Responsibilities:
· Responsible for generation of new accounts coming from small and medium enterprises. 
· Conducts client calls to potential clients and introduces the Bank’s products to these clients. 
· Formulates recommendations on pricing yield security for risks, terms and conditions of credit facilities and financial services to be extended to the client. 
· Supervises the gathering and synthesis of operating financial, management and market/industry information relevant to effective assessment of client’s business condition. 
· Approves new accounts, Placements, Gift Checks and perform override functions 
· Ensures all signatures are verified against the signature card 
· Ensures corrective action on audit findings 
· In the absence of the Cashier, discharges all functions of Cashier 
· Orient, trains, and recommends other developmental interventions for new Marketing Assistants 
INTERNATIONAL EXCHANGE BANK-PHILIPPINES
Sales Officer
May 2004- May 2006
Responsibilities:
· Manages existing accounts. 
· Maintain an up to date, accurate and complete record of assigned accounts. 
· Handle queries and complaints of clients 
· Plan activities for the branch to generate prospective list 
Customer Service Associate/Teller
March 2000- May 2004
· Provides direct assistance to clients to facilitate the opening of new accounts or the servicing of existing accounts and giving out information or responding to queries on products and services of the bank 
· Responsible for accepting deposits, paying encashments and withdrawals, daily balancing of transactions and accepting collections in favor of beneficiaries of collection agreements 
· Interviews prospective clients and informs them of mechanics and documentary requirements of product/service rendered; informs and provides client with application form of bank facilities as Internet banking, Mobile banking, bills payment facility, etc; acts as financial consultant, if necessary 
· Perform regular Tellering functions 
· Perform override function within prescribed limit 
· During the day, ensure that Customer Service Associates take their scheduled breaks on time 
· Act as co-custodian of Cash-in-Vault 
· Prepare Peso/Foreign Cash Position 
· Handle Bills Payment Acceptances 
· Collate all outward clearing checks for dispatch to Central Clearing or Cluster Clearing Offices 
METROBANK PHILIPPINES
Teller
October 1997 to February 2000
· Accepts cash and check deposits 
· Performs deposit pick-up services 
· Processing of withdrawal and encashment transactions 
· Ensures prompt and courteous servicing of client’s transactions 
· Identifies customer’s needs and selling bank services. 
· Attends to clients inquiries. 
· Petty cash custodian 
PERSONAL INFORMATION
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