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PROFESSIONAL BACKGROUND

Skilled employee with extensive background and thorough knowledge of office administration, credit and collections, accounting, bank operations, mortgage, commercial, and consumer lending.Exceptional in organizational, analytical and customer service skills. Has knowledge in Microsoft Applications such as word, outlook, excel and power point. A team player who is efficient, hardworking and who can function with minimum supervision.

CORE QUALIFICATIONS


	· Administrative/Secretarial Tasks
	· Proficient in MSO
	

	· Peach Tree System

· Loan Documentation/Closing


	· Invoice Preparation
· Loan Encoding/Processing


	

	· Cheque Preparation
	· Basic Accounting Tasks
	

	· Accounts Receivable Administration
	· Basic Knowledge on Leave and Gratuity Computation
	

	· Client’s Relation/Customer Service 


	· Payroll Administration

	

	
	
	

	WORK EXPERIENCE


	
	


ADMINISTRATIVE ASSISTANT/COLLECTION STAFF- COLLECTION DEPARTMENT
United International Group-Abu Dhabi, UAE June 2014- October 2015
· Coordinates and Executes timely and accurate collection of client’s accounts, including calling up clients for payments.

· Handles inquiries from clients on outstanding balances, statement of accounts and payment issues.

· Monitor and Notify client’s delinquent/overdue accounts by mail, telephone and personal visits when necessary.

· Encodes and inputs client’s Invoices in the companies’ own database and updates it daily.

· Receive Cash and Cheque Payments and post amounts to client’s account daily in database.

· Performs various administrative functions such as sending monthly and daily reports, faxing, emailing, photocopying, making memorandums and recording/updating of client’s contact information and all other duties assigned by the Manager.
 ACCOUNTS CLERK/SECRETARY TO THE FINANCE MANAGER- FINANCE DEPARTMENT      

United International Group –Abu Dhabi, UAE May 2013 – June 2014

· Checks, verifies and encodes Supplier’s Invoices in Peachtree (Accounting System).

· Prepares and coordinates deposit activities.

· Prepares all cheques payments from the company’s accounts payables including sister companies.

· Issue Receipts Vouchers and Payment Vouchers and encodes in system.

· Has background in payroll and employee’s leave benefits and gratuity.
· Knowledge in Bank Reconciliation.

· Prepares all correspondence i.e. Bank Letters, NOC, COE etc.
· Acts as Secretary to the Finance Manager, coordinate meetings, schedule appointments, book airline tickets, welcome guests and other duties assigned.
· Performs filing and general administrative tasks.

OPERATIONS STAFF 






BPI Family Bank, Provincial Loans Administration Unit, Philippines Jan 2010-Dec 2011

· Reviews properly approved internal documents versus loan/collateral documents to ensure credit policy compliance.

· Reports and makes follow up to concerned bank personnel on approved documentary deficiencies to be regularized.

· Summarizes loan transactions to ensure completeness.

· Examines details on loan documents, including computation of proceeds to ensure accuracy and encodes in ALFES (Auto Loan Encoding System).

· Prepares accounting entries on loan transactions.

· As Securities custodian, handle inventory of all loan collaterals i.e. Titles, Car Registrations etc.

· Acts as alternate to Retail and Small Medium Enterprise Loans and other duties assigned from time to time.
OPERATIONS ASSISTANT 
Maybank Philippines Incorporated, Consumer Lending Group, Aug 2005-Dec 2009

· Work with operations manager and other personnel to help keep businesses running smoothly. 

· Work in the Auto Financing Industries, dealing with Car Dealers, Sales Managers,Sales and Free-lance agents, Clients, specific job duties vary substantially. 

· Responsible for resolving external and internal customer issues, loan deficiencies, verify documents authenticity, proper compliance etc.
· Help train co-employees, issue non-life insurance policies and perform some bookkeeping duties. 
 

SPED TEACHER (Volunteer)
Professional for Child and AdolescentReception and Education Foundation, Inc.

July 2007-November 2007
· Experience teaching children and adolescents with special needs 
· Flexible and Adaptable.
· Able to access resources of interesting, colorful and educational use
· Good interpersonal communication skills

SALES ASSOCIATE/CUSTOMER RELATIONS EXECUTIVE
Digitel Mobile Philippines, Inc. (SUN CELLULAR TELECOM) 
October 2004-August 2005
· Remain knowledgeable on products offered and discuss available options.
· Team up with co-workers to ensure proper customer service.
· Build productive trust relationships with customers.
· Track record of over-achieving sales quota. 
· Solid communication and interpersonal skills.
· Resolve customer complaints via walk-ins and thru phone.

CERTIFICATION
· Licensure Examination for Teachers, Secondary Education (Major in Business Technology).
· Civil Service, Career Service Professional Examination

EDUCATIONAL BACKGROUND
Tertiary Level





· Xavier University 




SY: 2006 - 2007

Special Education

· Mindanao Polytechnic State College 

SY: 2006 

Professional Education

· Xavier University 




SY: 2000 - 2004

Bachelor of Science Major In Business Management

Secondary Level

· Montessori de Oro




SY: 1996 - 2000

REFERENCES

Available upon request.

