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With Valid UAE Driving License
CAREER OBJECTIVE

To make solid contribution towards the organization I serve by bridging the gap between existingresources of the organization and its strategic financial objectives by adopting suitable strategies either on my own or as part of a management team with special emphasis on quality of service.

SUMMARY
· A result-oriented professional with over 10 years collective experience in Business Development, Office Administration, Operations Management, Customer Relations Management and Team Management. 

· Hands on management style in the development and implementation of strategic plans to ensure company growth.
· Manage multiple assignments efficiently while meeting tight deadlines, streamlining existing operations, turning around unprofitable functions, and envisioning new concepts and future trends.
· Has more than 8 year experience in US mortgage, default actions and bank reconciliations and more than 4years of management and supervisory experience.
· Has ability to effectively lead and motivate a team resulting to high performance.
· With strong computer skills to operate in a multiple application driven computer environment with automation.
· With superior analyticalthinking and decision making skills.
· Ability to consistently meet and prioritize targets for productivity, quality and customer service
AREAS OF EXPERTISE

	· Operations and Strategic Management
	· Business Development

	· People & Team Management
	· Bank Reconciliation

	· Corporate Governance 
	· Records Examination

	· Inventory Audits
	· Contract Management

	· Asset Management
	· Project Management


experience
1.
LEGAL MAXIMS CONSULTANT
      Administrative Assistant (IP / Trademark Processing)
 April 2014 – October 2015, Dubai UAE
· Manage the performance and workflow of accounts to ensure compliance with regulatory requirements and established policy and procedures.
· Serves as SME to ensure that team members are abreast with the updated procedures.
· Review quotations, invoice and receipts; attend to escalated client inquiries and payment collection.

· Database management (CRM), bookkeeping and budget maintenance for the team.

· Provide assistance to Managing Director by participating in projects as delegated including organizing targeted reviews, conducting research for potential issues, creating ad hoc reports, etc.  
2. 
JP MORGAN CHASE & CO. / CHASE HOME FINANCE
      Team Manager / Operations Supervisor II (Default - Reconciliation Group)
      August 2010 - March 2014, Taguig Philippines
· Manage the performance and workflow including: prioritizing, scheduling, and reporting; and complete performance reviews and scorecards to determine root cause and control breakdowns by regular and consistent coaching, interim and annual reviews as well as corrective action planning and follow-up (ie: productivity, quality, service).
· Ensure compliance with regulatory requirements and established policy and procedures by reviewing, analyzing, and interpreting information to arrive at logical conclusion of proper process flow. 
· Act as a resource for Global Reconciliation team.  Provide training and guidance for new associates and ensure all team members are abreast of current tools, review techniques and emerging issues. 
· Evaluate information pertinent to determining the validity of procedures and appropriateness of tools provided. 
· Perform audit of work completed by the group and provide information to management. 
· Handle exception items, multiple workflows and document and introduce new procedures to staff. 
· Recommend human resources actions (hiring, terminations, salary actions, and promotions).  
· Provide assistance to Management by participating in projects as delegated by management including organizing targeted reviews, conducting research for potential issues, creating ad hoc reports, etc.  
· Solve problems at a higher level and exercise authority, within limits, using prudent judgment to ensure that bank policy and profitability are not compromised.
3. 
JP MORGAN CHASE & CO./ CHASE HOME FINANCE
      Senior Operations Specialist (Mortgage - Lien Release Department)
      November 2007 – August 2010, Taguig Philippines
· Responsible for reviewing home loan accounts and corporate transactions on referenced loans and taking the appropriate action based on loan type and requirement.
· Process request for mortgage satisfaction or lien release letter as requested by homeowners and third parties when applicable according to compliance guidelines.

· Provide input for revision of department policies and procedures to improve efficiency and quality of work and maintain proficient customer service.

· Support the company’s values, brand promise, policy and diversify initiatives.

· Maintain productivity level established from assigned functions.

· Help the organization to maintain high ethical standards for business and professional standards.
4. 
JP MORGAN CHASE & CO. / CHASE HOME FINANCE
     Customer Care Professional (Mortgage – Customer Service Department)
     November 2005 – November 2007, Taguig Philippines
· Manage mortgage telephone calls, provide resolutions to any concern and send work orders in response to customer’s requirements.
· Update all applicable systems with the transaction completed and findings of the analysis of the loan. 
· Liaise with homeowners and third parties when applicable according to compliance guidelines.

· Provide input for revision of department policies and procedures to improve efficiency and quality of work and maintain proficient customer service.

· Support the company’s values, brand promise, policy and diversify initiatives.

· Maintain productivity level established from assigned functions.

· Help the organization to maintain high ethical standards for business and professional standards.
5. 
DIGITEL CROSSING, INC.
      Technical Assistant (Engineering Department)
      May 2001- September 2004, Pasig Philippines
· Manage all international and local inquiries and service orders for local loop.
· Liaise with concerned international and local loop providers for testing (local loop, pop to pop testing and end-to-end testing) of newly provisioned circuits.Review of all local loop bills for the current month.

· Prepare, update an execute plans and programs to ensure that service requirements are made available in a timely and cost-effective manner, while maintaining or improving the quality of service being offered.

· Coordinate and monitor activities to ensure that projects and activities are implemented on schedule and within budget. Establish regular feedback to management.

6. 
BROADBAND INFRASTRUCTURES GROUP, LTD.
      Administrative Assistant (Engineering Department) 
     August 2000 – May 2001, Pasig Philippines
· Implementation of projects, budget and inventory system within time frame and budget.
· Compile and consolidate pertinent documents to support company’s applications for other parties such as permits and service applications. Handle the Inventory System of the department. 

· Liaise with internal or external clients on purchase, return or repair of office furniture, vehicles, computers and test equipments.

7. 
SMART COMMUNICATIONS, INC.
      Administrative Assistant/Cadet Engineer (Engineering Department) 
      July1998 – July 2000, Makati Philippines
· Summarize installation dates and outages of all circuits, equipment, etc.
· Prepare, update and execute plans and programs to ensure that service requirements are made available in a timely and cost-effective manner, while maintaining or improving the quality of service being offered.

· Liaise with internal or external clients on purchase, return or repair of office furniture, vehicles, computers and test equipment. 
· Process Purchase Requisition for the group, payment preparation and route the same to the signatories. Keep track of PR until delivered and subsequent payment has been made.
8. 
WALLFASHION INC.
      Administrative Assistant / Secretary to Executive Vice President for Operations
     June1996 – May, 1998, Quezon City Philippines

· Handles inventory system for the whole production.
· Preparation of quotation, invoice and receipts; attend to client inquiries.

· Database management, bookkeeping and budget maintenance.

· Organizing company-wide events and meetings as well as management’s travel itinerary.

· Provides administrative support to Marketing staff and arrange and follow up meetings and business travel schedules for the management.
9.  EasyCall Communication Philippines Inc.
     Customer Service Representative

     June1995 – May, 1996, Quezon City Philippines

· Help the organization in maintaining queuing system. 

· Manage telephone calls by receiving their messages and relaying them to client’s pagers.
· Update all applicable systems with the transaction completed. 
· Provide input for revision of department policies and procedures to improve efficiency and quality of work and maintain proficient customer service.

· Support the company’s values, brand promise, policy and diversify initiatives.

· Maintain productivity level established from assigned functions.

· Help the organization to maintain high ethical standards for business and professional standards.

PROFESSIONAL QUALIFICATION

	Particulars   
	Institute
	Date

	Bachelor in Computer Data Processing Management – Graduate
	Polytechnic University of the Philippines
	May, 1995


VOCATIONAL EDUCATIONS AND TRAININGS

· Attended various classroom and online systems, operations and leadership trainings conducted within JP Morgan Chase & Co., some of which are listed below:
· Coaching for Results / BCCE-Behavior Styles

· Leadership Essentials - Corrective Action Process, Managing Employee Relations Challenge, Coaching for High Performance for Front Liner Supervisors, Evaluating & Rewarding Performance for Front Line Supervisors

· Front Line Manager Essentials

· Code of Conduct, Privacy Awareness, Anti-Money Laundering Program, Fair Lending Trainings
computer SKILLS

· Proficient user in all components of Microsoft Office especially Word, Excel and PowerPoint.

· Experienced in CRM (Customer Relationship Management)
· With strong computer skills to operate in a multiple application driven computer environment with automations.
ACHIeVEMENT

· Top Operations Specialist for 2009 – JP Morgan Chase & Co. resulting to a company-sponsored US Trip in 2010.
· Top Operations Supervisor for Q2, 2012 – JP Morgan Chase & Co.

· Top Operations Supervisor for Q2, 2014 – JP Morgan Chase & Co.
personal details

Date of Birth

:      27 December, 1974


Nationality

:     Filipino


Visa Status

:     Visit Visa

Language Known
:     English / Tagalog
Passport Validity
:     17 January 2014 – 16 January 2019[image: image2.png]
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