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OBJECTIVE

To have a challenging job that will enhance my personal skills and where I could develop new ideas through my application of knowledge. A better opportunity in a bank or financial world that will help me spot business opportunity.

COMPETENCE SKILLS

· Reliable and punctual, will always turn up to work on time.

· Able to work under pressure and meet deadlines.

· Able to quickly and confidently communicate with clients to establish their needs.

· Ms Office including Microsoft word, excel and power point.

WORK EXPERIENCE

Administrative Officer

Cascon Builders Services Corporation
October 2014 – February 2016
Philippines

· Service Provider of Nestle and Magnolia Ice Cream Freezer.
· Coordinate customers through phone calls.
· Answering email from the customers and from the Main Office.
· Preparing documents for the Deployed and Pulled out Nestle/Magnolia freezer.
· Monitoring the Deployed and Pulled out Nestle/Magnolia Freezer.
· Monitoring the Expenses of the office.
· Preparing Billings for the end of the Month.
· Encoding Billings and send to the Main office through email.
· Ensuring the quality of the freezer, status, appearance before sending to its designate place.

· Coordinate the Technician about the status of the Ice cream freezer before sending to its designate place.

· Checking and analyzing the Deployed Ice cream and send to the Main Branch.

· Keeping important documents regarding the products such as receipt, order.
· Maintain budget and employee records and prepare payroll.
Loans Processor
Speaker Jose B. Laurel jr. Leasing & Finance
Philippines
March  2014 – October 2016 

· Communicating/Discussing the clients about their process of the loans.

· Review the paper documents of the loan applicant if their incomplete requirements.

· Preparing the documents of the clients and set by place.

· Releasing the loan of their respective clients.

· Monitoring the Daily Cash Collection of Collector.

· Monitoring the client accounts for non-payment and delayed payment.

· Prepare payment for signature.

· Encoding the Daily/Weekly/Monthly Payment and send to the Chief Accountant through email.

· Deposit the Daily Cash payment to the Bank.

· Updating the Daily Cash Receipt.

· Updating the Daily Pass Book account.

· Do scanning, copying and printing of documents.

· Monitor the e-mail every day.

· Making sure to meet the deadlines.

· Answer the telephone, directing calls and taking messages.

· In charge in the absence of the Accounting Staff.

TRAINING
600 Hours
 

Speaker Jose B. Laurel jr. Leasing & Finance
 



Philippines




Loans Processor 
EDUCATIONAL ATTAINMENT

June 2011 – March 2014

Bachelor of Science in Business Administration






Major in FINANCIAL MANAGEMENT





Philippines
June 2004 – March 2009

Secondary
Capalonga – Institute High School
Philippines
PERSONAL BACKGROUND

Age 

     :   23 years old     

Nationality
 :
Filipino
     Civil  Status
     :   Single


Birthday
 :
March 9,1993


Sex                   :   
Female 



Religion 
 :         Roman Catholic
