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CAREER OBJECTIVE: To be a part of an organization that allows me to grow professionally, while being able to utilize my skills for the betterment of the organization with the best use of my dedication, determination and resourcefulness.
WORK RELATED EXPERIENCE

Customer Service Associate/ Secretary
Eastwest Banking Corporation
· Responsible for handling over-the-counter transactions such as processing of deposits, withdrawals, miscellaneous receipts and disbursements
· Delivers excellent service to customers with the objective of customers’ engagement and the attainment of excellent customer service
· Reduces wait time and serve time by efficient handling process
· Ensures that pre-processing requirements are performed prior to branch opening

· Ensures that transaction media are checked and reviewed to avoid misposting
· Ensures that proper cash balancing is performed and transactions are completely accounted for
· Ensures that all transaction media for the day are filed accordingly
· Deal with financial transaction problems such as cash shortage and overage
· Adhere to all bank’s policies and procedures
· Attend to clients inquiries 
Secretary/Receptionist/Marketing Staff
Strategic Works Incorporated
· Preparing correspondence and memo’s

· Provide efficient word processing, clerical, photocopying, filing and minute taking duties in respect of the Project.

· Coordinating and ordering of stationary and office supplies.

· Assist with visits and/or arranging meetings  
· Maintains confidential records and filing of reports, correspondence and related materials for ease of retrieval.

· Assist in the distribution or delivery of marketing materials 
· Prepare presentations and business correspondence 
· Answer all incoming calls and transfer to designated personnel 
· Provide support for social media efforts 
· Open and sort mail 
EDUCATION
Tertiary
De La Salle Lipa



Lyceum of the Philippines University

Lipa City, Philippines



Batangas City, Philippines

Bachelor of Science in 



Bachelor of Science in Accountancy
Business Administration 


March 2012
Major in Marketing Management

March 2015
SEMINARS ATTENDED
· Competitive Service: Improvement and Knowledge Generation through Strategic Management, February 3, 2014

De La Salle Lipa

· 4th PANAF IMC Youth Congress , November 21, 2013

Unilab Bayanihan Center, Pioneer St., Pasig City
· 2013 Strategic Marketing Management Conference for Students, July 25, 2013

Cuneta Astrodome, Pasay City

· Franchising Seminar 2013, March 5, 2013

De La Salle Lipa

· Human Resource Management Seminar, February 22, 2013
De La Salle Lipa

SKILLS

· Computer literate 

· Well-versed in Microsoft Office Applications
· Has a background in accounting

· Good communication and writing skills

· Highly organize

· Driven, trustworthy and can work under time pressure

· Able to adapt in diverse working conditions

· Has a knowledge on SAP Business One Application
PERSONAL DETAILS


Date of Birth

:
December 19, 1994

Civil Status

:
Single

Religion

:
Christian

Language spoken
:
Filipino and English
