[image: image2.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!





	[image: image3.png]



Education:
Bachelor of Science in Commerce Major in Banking and Finance
Santa Isabel College, Manila Philippines
Computer Skills:
Proficient in MS Office Applications such as Word, Excel, Power point, 
Internet, Email.
Personal Data:
Nationality :       Filipino
Gender      :       Female
Material Status:     Married
Languages Known
 English, Tagalog and Chinese mandarin
Visa:    Employment Visa                     
With NOC
 
	Profile
· Eight (8) years UAE experience as Teller/Cashier in an exchange company.
· Two (2)years experience as Teller in rural bank in the Philippines.  

· Four (4) years experience as Accounts Management Analyst in Government Financing
Institution in the Philippines.
· Results-oriented person with broad base experience in banking and hands-on skill in remittance

business and operations, customer relations, administration and basic accounting.

· Proactive, confident and hardworking individual, flexible to different work assignments &

capable of handling multiple tasks.

CAREER OBJECTIVE​​ :________________________________________________________________________________________
           To be able to work in a prestigious company, where  I can contribute in the fulfillment of its corporate vision
     While enhancing my skills and expanding my knowledge.
Experience Highlights:  
SAJWANI EXCHANGE –NAIF DEIRA DUBAI                                                          
HEAD TELLER/ ASSISTANT COMPLIANCE OFFICER
June 2012 to present
· Process all counter service transaction which includes buying and selling of different foreign 
Currency.

· Responsible for assisting teller in handling complex transactions.

· Handle the tasks of supervising the daily activities of the teller staff.

· Respond on Central Bank Enquiries, Western Union Enquiries regarding KYC and due diligences
· Prepare Telegraphic Transfer worldwide.

Preparing and balancing western union report.
· Prepare commercial TT worldwide.
· Monitor exchange rates for different corridors and different system like 

Western Union, Xpress money, Instant cash, Ime,EZ Remit
Mona system, Speed Remit, Amanat system &Trans-fast on daily basis.
· Responsible in Philippine Remittances such as door to door, bank to bank,
Trans-fast, instant cash, xpress money,  western union and ML transactions.

· Balances all posted remittance cash on hand.

· Exercise due diligence in processing transactions to ensure risk mitigation adherence to AML

procedures.

· Process New Accounts Opening ( India & Philippines).
· Posting the western union, xpress money, trans-fast, instant cash,  Philippine remittance  

to our system and make approval on it.             
· Provides Hands-On Training for New Hirees.
· Verify client signature from the ID’s being presented.
· Maintains Client Master File. Respond to AML inquiries.
AL GHURAIR INTERNATIONAL EXCHANGE

AL GHURAIR CITY, DEIRA DUBAI.                                 
 TELLER/ CASHIER
August 2007 to June 2012

· Exchange money from different foreign currency.
· Prepares telegraphic transfer worldwide.

· Posting Western union transaction and Philippine remittance to our system 

and make approval on it.

· Assist and guide customer in filling application form of remittance.

· Responsible in Philippine remittances such as door to door, bank to bank, 

 trans-fast and express money transactions.

· Preparing and balancing western union report.
· Handles customer complaints and resolved on it immediately.
· Receive cash payments either dollar or dirham’s from the customer.
· Process of wps salary 

· Process of SSS payment, Pag-ibig and ezetop.
· Process new accounts opening.
· Maintains Client Master File.

· Balances all posted remittances cash on hand.
· Verify client signature from ID’s being presented.


	SEMINARS / TRAININGS

ATTENDED:
WUPOS

By Western union, Gloria Jeans Hotel

Internet City, Dubai, UAE
June 01, 2012

Fund Knowledge-HDMF-Makati City

Philippines

Microsoft Word- HDMF-Makati City

Philippines

Industrialization in view of the 3rd millennium- Santa Isabel College 
Manila, Philippines

Clearing House & Inter Call loan-Central

Bank of the Philippines

Advertising Towards Successful Business operation- Manila Hotel 

ACHIEVEMENTS:
APRIL 2012 BEST EMPLOYEE 
AL Ghurair International Exchange

AL Ghurair City Branch

Valedictorian- Elementary

First Honorable Mention- High School
Declaration: I hereby declare that the information provided here is true with in the
best of my knowledge.

Applicant: 

Rosemarie Nicolas


	RURAL BANK OF QUEZON

General Luna, Quezon

Bank Teller
May 2005 to April 2007

· Handling banking transaction and queries of the clients.

· Process withdrawals and encashment-Peso and dollar.
· Responsible for the posting verification of transactions as processed.

· Accept cash and check deposit.

· Handle end of the day balancing of cash transaction.

· Opens new accounts and admits valued clients to safety deposits boxes.

· Verify clients signature from ID’s being presented.
· Handles checkbook orders and issuance.

· Replaced for lost/filled passbook.

· Print Bank Statement upon clients request anytime.

· Maintains Client master file.

HOME DEVELOPMENT & MUTUAL FUNDS 

Makati City, Philippines.

Accounts  Management Analyst

November 2000 to April 2005
· Prepares responding ticket due to various branches.
· Assure the integrity of financial work products.
· Monitoring for accounting documents for accuracy, completeness and compliance.

· Prepares summary of daily collections.

· Encodes and posting daily collections.

· Sorting and checking of housing loan payment receipts.

· Maintains documents filling within the branch.

· Ensure the daily accounts tally and balances.

· Assist with processing cash expense claim forms, logging, analyzing and

 resolving queries.

LAND BANK OF THE PHILIPPINES
MAIN OFFICE, MAKATI PHILIPPINES

ON THE JOB TRAINING

April to May 1997

· Encoding of various documents.
· To ensure the cleanliness and arrangement of the documents filed.

· Perform other related job assigned by the immediate superior.

· Process account opening and explained the product features.
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