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Career Objective

To build a long-term career in an organization with opportunities of career growth. To use and enhance my skills in achieving the company’s goals.

Key Skills
· Excellent in communication skills (verbal and writing)
· Proficient in basic computer software systems
· Well in interpersonal skills
· Well motivated and hardworking
· Quickly adapt new learnings
· Can work under pressure and flexible in handling situation
· Administrative and Accounting skills
· Team work and multi-tasking
· Product upselling and banking skills

Career Progression
Banco de Oro, Unibank, is the largest bank in the Philippines. It belongs to SM group of Companies. It is a full-service universal bank. Provides products and services to the retail and corporate markets including lending, deposit-taking, foreign exchange, brokering, trust and investment, credit cards, corporate cash management and remittances.

Client Service Associate – Pool (Teller)

Banco de Oro Unibank/ Cagayan de Oro City

September 17, 2012 – July 5, 2015
Job Description
· Responsible for providing accurate, efficient and timely processing of over-the-counter transactions pertaining to deposits, withdrawals, payments, foreign currencies and other miscellaneous transactions.
· Attending clients’ queries and complains.
· Upselling products and services

· Assigned to different BDO branches whenever they need manpower

· Protects organization and clients’ relationship and value by keeping information confidential.
Achievements
· Rank and File Promotion: Promoted from Client Service Associate level 2 to level 3.
· Awarded as Smart Front Liner of the months.
· One of the staff of the Top 5 Best Performing Branch Nationwide 2014.
Office Clerk/After Sales Support

Banco de Oro, Unibank/ Cagayan de Oro City

April 2012 – September 2012
Job Description
· Handling phone calls, e-mails, and walk-in clients
·  Assistant of a Junior Assistant Manager for Credit Cards and Personal Loans (after –sales)
· Handling Northern Mindanao Banco de Oro branches
· Keeping and filing records of transactions

· Processing clients’ transactions

· Updating and maintaining clients information


Organizations
· 2012- 2015 – Member of Oro Bankers Association
· 2011- 2012 – Public Information Officer of Amplify, Central Student Government
· 2011- 2012 – Member of Junior Marketing Association
· 2008- 2012 – Member of School of Business and Management Council
· 2010- 2011 – Member of Rotary Club, Jasaan Chapter
· 2007- 2010 – Member of SangguniangKabataan

Seminars and Training Attended
· Step Up Your Service Seminar, Banco de Oro Human Resource, September 21, 2015
· Financial Wellness, Banco de Oro Head Office, July 2015

· Advertising Workshop, Xavier University –Ateneo de Cagayan, September 2010

· Integrated SK Organizational Leadership
and Re-orientation Basic Orientation Seminar (ISKOLAR BOS), Department of the Interior and Local Government, March 2008

EDUCATIONAL ATTAINMENT

College


Bachelor of Science in Business Administration 
Major in Marketing Management
Xavier University- Ateneo de Cagayan

Corrales Avenue, Cagayan de Oro City

S.Y. 2011-2012
Secondary


St. Mary’s Academy of Jasaan
Upper, JasaanMisamis Oriental

S.Y. 2003-2004

Elementary


Jasaan Central School
Upper, JasaanMisamis Oriental

S.Y. 2000 – 2001
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