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PERSONAL SUMMARY 

A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people.Possessing a proven ability to generate innovative ideas and solutions to problems.Currently looking for a suitable position with a reputable and ambitious company.

PERSONAL DETAILS 
Nationality: Filipino

Email address: hmojica_mylene@yahoo.com
Address: 506 Emerald Building Bur Dubai,
Contact No. : 0568131499
Date of Birth: 02/07/1985  
ACADEMIC QUALIFICATIONS 

Course: Bachelor of Science in Business Administration Major in Management
School: Rizal Technological University

2002 – 2006
WORK EXPERIENCE 

Citibank Savings Inc. (CITIBANK N.A.)
AUTHORIZED SIGNER LEVEL January 2013 – May 2015

Job Description/Duties and Responsibilities:
· Working as part of a team and supporting the office manager. 

· Responsible for the day-to-day review and consolidate all requests such as reversal of charges, closures, unposted checks, certificates, problematic accounts. 
· Coordinate with Collections Manager regarding concerns of the team. Handle Backend and Early Calling as backup team leader. 
· Remind clients of their monthly obligations for the loan. 
· Recommend and explain various bank programs to assist clients in dealing with their finance. 
· Assist collection managers in daily production reports. 
· Handle personal loans: closure, late charges waiver, pull-out checks. 
· Request approval for posting of cash payment. 
· Coordinate with CSI Branches regarding unposted checks and deposit unposted checks in affiliated banks
Citifinancial Corp (Citigroup) Collections Department (Personal Loans)

COLLECTION ANALYST December 2008 to January 2013
Job Description/Duties and Responsibilities:
· Handle Bucket 2 (59 to 90 days past due) 

· Remind clients of their monthly obligations for the loan. 

· Recommend and explain various bank programs to assist clients in dealing with their finances.

· Request approval for posting of cash payment

Citifinancial Corp (Citigroup) – Collections Department (Personal Loans)


COLLECTION ANALYST March 2007 to December 2008
Job Description/Duties and Responsibilities:
· Handle Bucket 1 (30 to 59 days past due) 

· Remind clients of their monthly obligations for the loan. 

· Recommend and explain various bank programs to assist clients in dealing with their finances.

· Request approval for posting of cash payment
Client Support Officer Admin CITIBANK NA  
AUTHORIZED SIGNER LEVELMay 2006-November 2006
Job Description/Duties and Responsibilities:
· Consolidate review and process requests for return to sender (RTS)

· Monitor, review return to sender statements/letters.
System Application and Products in Data Processing (SAP) related works
BAYANTRADE (SAP Consulting Firm) 

BILLING AND COLLECTION OFFICERDec 2006- Feb 2007
Job Description/Duties and Responsibilities:
· Working as a Master data maintenance custodian. 

· Handle Invoice/Billing creation, printing and Customer collection posting.

KEY SKILLS AND COMPETENCIES 

· Strong organizational, administrative and analytical skills. 

· Excellent spelling, proofreading and computer skills. 

· Ability to maintain confidentiality. 

· Excellent working knowledge of all Microsoft Office packages. 

· Ability to produce consistently accurate work even whilst under pressure. 

· Ability to multi task and manage conflicting demands. 

AREAS OF EXPERTISE 

· Office management 

· Administrative support 

· Minute taking 

· Report writing 

· Presentations 

PERSONAL SKILLS 

·  Time management 

· Proactive and assertive 

· Flexible & approachable
Seminar/ Training Attended
             “BASIC COLLECTIONS COURSE FOR TRAINEES”

Help at Citibank Square, Training and Development Center, Phil.

                  June 03, 2006

                  No. 1 Eastwood Avenue,

                  Eastwood City, Libis

                  Cor. E. Rodriguez Ave. Bagumbayan,

                  Quezon City   1110

               “Preparing you Managers and Entrepreneurs…”


           March 15, 2006









                 Rizal Technological University,

                 Pasig Campus, Legaspi St. San Miguel Pasig City




“How to Prepare Yourself, for the Corporate World…?!!

                 February 09, 2005

                 Rizal Technological University,

                 Pasig Campus, Legaspi St. San Miguel Pasig City

             “T.E.A.M”

                 (Together Everyone Achieves More)

                 January 21, 2004

                 Rizal Technological University,

                 Pasig Campus, Legaspi St. San Miguel Pasig City
I hereby certify that foregoing declarations are true and correct to the best of my knowledge and belief.
REFERENCES – Available on request
