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· To seek challenging assignments & responsibilities, with an opportunity for career growth and advancement as successful achievements.
· To pursue a rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently & effectively for organizational growth.
· To succeed in an environment of growth and excellence; earn a job that will provide me satisfaction, self-development, and help me achieve personal as well as organizational goals.
WORK EXPERIENCE


· (Feb. 16, 2005  – Aug. 28,  2009)

Teller/Marketing Assistant
Banco De Oro Universal Bank
Parañaque-Pascor Drive Branch

Banco de Oro (BDO) is a full-service universal bank. It provides products and services to the retail and corporate market including lending, deposit-taking, foreign exchange, brokering, trust and investments, credit cards and remittances.

BDO is the largest bank in the Philippines in terms of assets, loans, and deposits.

· Promote and maintain positive relations with all contacts, clients and potential clients. 

· Comply with all department and company policies and procedures. 

· Contribute to the fulfillment of department and company objectives and goals.

· Perform as a team member in allocating and coordinating the work flow. 

· May train new employees and answer co-workers questions. 

· Involved in ordering, receiving, verifying, and distributing cash. 

· Operates a teller's window to serve the bank's clients by:
1. Accepting retail and/or commercial deposits, verifying cash and endorsements and giving clients their receipts; posting of all transactions to the computer system.

2. Accepting savings/check deposits and withdrawals; identifying clients and verifying signatures within approving limits. 

3. Providing additional customer services such as: Sale/cancellation/replacement of Personal Checks and Cashier’s Checks; Encashment of Traveler’s Checks; Processing of Stop Payments, Loan Payments, Telegraphic Transfer; Accept payment for clients’ utility bills and credit cards; Processing remittances; Sale/cancellation/replacement of Demand Draft; Issuance of official receipts, Bank Certificates, Certificates of Time Deposits; Process Foreign currencies for conversion.

4.  Responsible for processing necessary paper works for Certificates of Time Deposits; Assist clients with opening and closing of accounts; Accepting initial deposits for newly opened accounts/deposit placements; Processing renewal/rollover and termination of Time Deposits.
5. Responsible for safe and accurate handling of money; make sure the cash on hand is balance;  sorts checks & deposit slips.

6. Balances end-of day teller transaction against cash on hand and checks and other cash items against source documents and submits total collection to immediate supervisor.

· Entertaining clients’ inquiries and updating them with regards to the Bank’s products and services; consistently cross-sells bank products at every opportunity.

· Makes concentrated effort to solve client problems; provide excellent customer service by answering or referring client’s questions or inquiries to an officer.

· Performs other related duties that may be assigned from time to time.

· (Jan. 2004 – Jan. 2005)

Production Supervisor
E.P. Valdez Shells & Handicrafts
Block 6 Lot 26 Barcelona St. Camella Townhomes


E.P. Valdez Shells & Handicrafts is a family-owned business which specializes in importing and exporting of Philippines’ Native Products. 

· Responsible to lead, coach, and empower the production team.

· Trains and supervises personnel in the operation.
· Prepares operation schedules determining priorities.

· Scheduling and supervising of works, conducting quality control inspections, ordering raw materials, supplies, and interacting with target customers.
· Directs compilation of records and reports concerning production and stocks of materials and supplies.

· Ensure contact is made with customers and selected prospects either by field visits or by telephone on a regular basis and in accordance with the Company’s requirements.

· Performs other duties as assigned.

· (March 2003 – Dec. 2003)

Treasury Assistant



Super Shopping Market, Inc. (SSMI-Sucat)

Treasury Department

One of the largest and well-known mall in the Philippines is SM. Super Shopping Market Inc., (SM Sucat) is one of SM’s branches having wide varieties of establishments including department store, groceries, apparels, cinemas, banks, restaurants, bills payments and foreign exchange counter to mention a few. It is owned by Mr. Henry Sy, also the owner of Banco de Oro (BDO). 

Foreign Exchange Cashier

· Performs the Z reading and group change rate at the start of the day and Z reading and data capturing functions at the end of the day.

· Acts as custodian of Foreign exchange working fund at the counter.
· Re-examines authenticity of foreign currencies being offered by sale.

· Accountable for all foreign currencies on hand prior to its turn-over to the Treasury Supervisor.

· Ensures that working fund is sufficient at all times.

· Ensures that the final reading at the end of the day reconciles with the total foreign currencies purchased and the remaining peso working fund.

· Prepares Cash Tally Sheet for final turnover.

· Maintains complete records of all transaction undertaken.

Foreign Exchange Checker

· Examines foreign currencies being offered for sale.

· Ensures that Information Sheet received from the seller is properly accomplished.

· Verifies properly the foreign currencies received.

· Piece count the peso equivalent given by Foreign Exchange Cashier.

· Responsible for the release of peso equivalent to the sellers.

· Sorts, classifies, and safe keeps the different currencies.

Services Counter Operation

· Responsible for the acceptance of bills payment, selling of show tickets, gift cheques, and prepaid load cards.

· Performs the X and Z reading functions, processing and printing of reports and sending of that to respective biller company at the end of the day.

· (Oct. 2001 – March 2003)
Data Verifier (Project Employee-Quali Search Agency)                         





Coca Cola Bottlers Philippines, Inc.

Market Research & Sales Information Department
                                                Trade Marketing & Sales Services Directorate

Coca-Bottlers Philippines Inc. is a Philippine-based company engaged in bottling and distribution of Coca-Cola soft drink brands. Offers the widest selection of beverages for different needs like soft drinks, water, juices, teas, sports and energy drinks.

· Preparation of documents for scanning and making sure that standard set by Coca Cola Bottlers Philippines Inc. are met.
· Scanning documents or forms and configuring system to facilitate evaluation of information coming from actual field survey.

· Verifying information or data fed from the system to ensure integrity and accuracy.

· Ensuring completion of the day’s job order thru proper time management.
· (Nov.2000.-Feb. 2001)
On-the-Job Trainee







Nestle Philippines Incorporation (Ice Cream Division)





Quality Assurance Department

Nestle Philippines Inc. is a nutrition, health and wellness company. It provides food products and beverages. It offers dairy health and nutrition solutions, coffee, beverages, dairy culinary, ice cream, chilled-dairy products, breakfast cereals, confectionery products, infant nutrition products, and healthcare nutrition products. 

· Responsible for doing clerical works
· Encoding and filing of data & reports

SEMINARS ATTENDED


March 2009



Trust Products 






(BDO Greenhills Training Center)

January 16, 2008 - May 16, 2008

Branch Service Excellence Trainers’ Training





(BDO Orient Square Training Center)

February 19, 2007
Counterfeit Detection and Currency Redemption Seminar

(BDO Greenhills Training Center)

February 15, 2007

Unit Investment Trust Fund Seminar

(BDO Orient Square Training Center) 


October 10, 2006


Effective Cash Handling






(BDO Orient Square Training Center)


September 11-13, 2006


Marketing Services Training 







(BDO Orient Square Training Center)


March 14-16, 2006


Bank Products and Services Seminar

(BDO Orient Square Training Center) 

January 19, 2006
Anti Money Laundering Act

(BDO Head Office)

June 27, 2005
Signature Verification


(BDO Greenhills Training Center)

February 28, 2005
FRAUD / Customer Service Workshop

(BDO Greenhills Training Center)

February 18, 2005
Professional Image Workshop

(BDO Greenhills Training Center)

February 16-17, 2005
Basic Orientation Course


BDO Greenhills Training Center)

EDUCATIONAL ATTAINMENT


School/Address 
                                       Course/Degree                                     

Year
Far Eastern University


         -Bachelor of Science in Commerce

    
2001


Nicanor Reyes Street 

                        Major in Management

Philippines
Immaculate Heart of Mary School
         -Secondary Course
                                                    1997                  

Philippines
Immaculate Heart of Mary School
         -Primary Course

                                       1993                    

Philippines
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