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To contribute to the success and betterment of the institution where I will be working to continuously improve my skills and impart unselfishly the knowledge I have to my co-workers to achieve the company’s mission and vision.

WORK EXPERIENCE
Embassy of Canada, Manila

Immigration and Visa Section

Makati City 1200, Philippines

Position Held:
Visa Clerk

(August 2014 to February 2015)

· Receives and reviews immigrant and non-immigrant application forms and creates files in the computer by:

· Opening, date-stamping and routing incoming mail and applications.
· Receiving application forms and checking them for completeness for sufficient information to make a selection and eligibility decision.
· Returning to the client any application forms which are incomplete, and if necessary, indicating what further information or completion is required.
· Checking within the computer system for any previous record of the individual.
· Creating new electronic and paper files.
· Forwarding fees received to the person responsible for cash handling.
· Passing completed files to the person responsible for the next stage of processing.
· Receiving requests for applications and related information and sending out requested material either by mail or electronically.
· Performs routine case processing actions, including filing duties by:

· Inputting pre-decision information into the computer system by extracting it from applications and documents provided.
· Inputting additional material received to maintain electronic files up to date.
· Sending out document requests or medical forms.
· Engaging in registry work such as file retrieval and shifting around files.
· Performing other duties required for file destruction such as culling.
· Packing boxes for storage.
· Performs other duties by:

· Rotating to perform other duties such as reception.
Bank of the Philippine Islands
Ayala Avenue cor Paseo de Roxas, Makati City, Philippines

Consumer Banking Department

Position Held:
Customer Service Associate, Level B

(May 2007 up to February 2014)

· Responsible for performing intermediate duties and support related to branch operational activities and financial services.

· Processes all new account transactions, foreign exchange, telegraphic transfers, time deposits and investments.
· Assisting customers in their selection of various accounts and financial services.

· Cross-selling the Bank’s products and services.

· Opening, maintaining and closing of all account types.

· Performing branch clerical duties.

· Promoting business for the Bank by maintaining good customer relations and referring customers to appropriate staff for new services.

· Fully knowledgeable and skilled in the areas of teller, vault, safe deposit, discussing and accepting credit applications.

· Provides leadership, training and support to less experienced New Account Representatives and other branch staff members.

EXAMINATION
Passed the Philippine Civil Service Commission Examination Professional Level in year 2009 with an average of 83.01%.

SKILLS
Has profound knowledge on the following banking and non-banking softwares:

· Consumer Banking Systems

· Global Case Management System

· MS Office Application Software (Word, Excel, Outlook, Powerpoint)

· Lotus Notes

· Oracle

EDUCATIONAL BACKGROUND
Tertiary


Pamantasan ng Lungsod ng Maynila (University of the City of Manila)



Bachelor of Science in Psychology




2003 – 2007

PERSONAL DATA
· Born on November 16, 1986 at the City of Manila

· Second daughter among four children of Pablito Go and Lea Go

· Married to Ross Jaizon C. Morales, currently working as Customer Service Representative at Teletech, Inc. Manila
· Affiliated to the Roman Catholic Religion

· Under Visit Visa

