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LIAN
Seeking a position in dynamic workplace who is willing to be trained and work with honesty and dedication that will enhance my professional skills. 
PROFESSIONAL EXPERIENCE

Phonebanking Officer



   

Trust Company, Pasay City Philippines
October 2014 – February 2016
General Duties and Responsibilities: 

· Responds to customer queries and requests made via phone and provides satisfying solutions to their concerns as well as to provide customers with product and service information.
· Resolves and monitors outstanding customer requests and complaints.
· Ensures that the prescribed targets (Served Calls and Average Handling Time) are achieved. Surpass a set call quality score on a monthly basis which will involve having calls recorded and assessed by a Quality Officer/ Team Leader. 
· Ensure accuracy when completing Contact Centre account related call logs / customer case logs for every call handled.
Awards and Recognition received:

· Top Performing Phone banking Officer for 2015

· Ranked 2nd place as Top Performing Phone banking Officer for 2015 – Quality Assurance

· Ranked 3rd place as Top Performing Phone banking Officer for 2015 – Process Control

Service Personal Banker





Citibank Savings Inc., Quezon City Philippines
April 2013- October 2014

General Duties and Responsibilities: 

· Service contact for walk in customers at the branch and engage with them in handling queries &service issues.

· Handle customer enquiries, walk-ins, and incoming calls and refer leads to appropriate channel.

· Take ownership and provide solutions to customers’ problems and ensure satisfaction of problem resolution.

· Exercise due diligence in customer care to ensure good customer contact experience with the bank.

· Provide information on bank products and services and identify cross-selling opportunities.

· Assist the Personal Bankers in delivering customer request like bank certificate/statement request, ATM card/checkbook request, customer information update, etc. and also handles administrative task for them.

· Perform housekeeping and ensure sufficient supply of bank forms/stationeries and brochures.

· Support cross selling and referral efforts to contribute towards overall sales.

Teller/ Customer Service Representative 
Citibank Savings Inc., Quezon City Philippines
June 2011 to March 2013

General Duties and Responsibilities: 

· Perform financial transaction over the counter which includes deposit, withdrawal, encashment, transfer, remittances, etc.

· Post accurate entries and verify customer information prudently.

· Manage queue and ensure prompt and accurate service to client.

· Designated as the ATM custodian. Responsible in retrieving of payment envelopes and replenish cash in the machine.

· Provide information on bank products and services, provide currency information and perform foreign exchange.

· Execute with diligence in detection of counterfeit notes, forgery, fraudulent transactions, money laundering, etc.

· Attend to ‘quick kill’ queries and refer leads to appropriate channel.

· Balance General Ledger’s (e.g. actual cash must tally with system count)

· Do end of day reports/ transmittals, and other administrative task.

EDUCATIONAL QUALIFICATION

Bachelor of Science in Entrepreneurial Management SY 2007- 2011 
graduated as a Cum Laude
Polytechnic University of the Philippines

Sta. Mesa, Manila, Philippines
PERSONAL INFORMATION 
· Date of Birth : November 24, 1990 

· Place of Birth : Manila, Philippines 

· Nationality : Filipino 

· Religion : Catholic 

· Civil Status : Single 

· Language known : English and Filipino 
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