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Objective:


I want to succeed in an environment of growth and excellence to meet
personal and organizational goals.

KEY STRENGTHS

●    Customer service skills
●    Interpersonal and human relation skills
●    Computer skills

●    Goal oriented
●    Critical thinking 
●    Punctuality
●    Selling and negotiation skills

●    Strong leadership skills, able to prioritize, delegate tasks and make sound decisions
●    Proactive
●    Ability to multitask and work under pressure

●    Attention to details
●    Creative thinking

●    Event organizing 
●
  Photography skills
WORK EMPLOYMENT HISTORY
Employer’s Name
:
GOLDEN CIRCLES MANAGEMENT CONSULTANCY
City and Country
:
Dubai, UAE
Position

:
Project Administrator / Executive Assistant
Period of Employment
:
April 2015 to November 2015
Main Duties:

· Prepares reports, correspondence, presentations and manages the executive’s schedule

· Researches and compiles data and liaisons with individuals inside or outside the company 
on behalf of the executive
· Tracking and reporting project overall progress
· Secures information by completing data base backups
· Performs basic administrative tasks
Employer’s Name
:
SECURITY BANK CORPORATION
City and Country
:
Quezon City, Philippines
Position

:
Customer Advisor - Officer
Period of Employment
:
January 2014 to February 2015
Main Duties:

· Responsible for in-house selling and cross-selling of other bank products and services to all bank customers
· Responsible for managed account portfolio with clear targets
· Processes opening of new accounts and placements 
· Ensures prompt and efficient service delivery in compliance with service standards of the Bank
· Conducts marketing calls to maintain and nurture customers’ relationships
· Implements promotional and marketing efforts

· Attends to customer’s complaints 

Employer’s Name
:
SECURITY BANK CORPORATION
City and Country
:
Quezon City, Philippines
Position

:
Relationship Officer

Period of Employment
:
January 2011 to December 2013

Main Duties:

· Markets the products and services of the bank

· Interacts with the customers on possible solutions to their different financial problem

· Portfolio growth
· Grow products holdings per customer
· Implements promotional and marketing efforts
· Maintain excellent customer experience and grow customer loyalty
Employer’s Name
:
SECURITY BANK CORPORATION
City and Country
:
Quezon City, Philippines
Position

:
Customer Service Specialist – New Accounts

Period of Employment
:
March 2006 to December 2010

Main Duties:

· Provides information to new and prospective customers regarding interest rates, 
account charges and other pertinent account information
· Processes and opens new accounts
· Refer customers to appropriate bank personnel in order to meet their financial needs

· Responds to customer questions and resolves problems
· Compiles forms and documentation of new accounts and verifies input data

EDUCATIONAL ATTAINMENT

POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
College of Communication
Bachelor in Broadcast Communication
Graduate
May 6, 2005
LANGUAGE ABILITIES

English (High/Med/Low)
:
High

Dialect Spoken


:
Filipino

PERSONAL DATA 

Birth Date



:
January 08, 1985
Religion



:
Roman Catholic

Nationality



:
Filipino

Status




:
Single
