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OBJECTIVE:
Seeking a professional position to dedicate myself to the field as a keystone member of the team and to deepen my knowledge to further improve my performance in my chosen field.

SUMMARY:

Bank Senior Staff experienced in fast-paced financial environments.  Focused on maintaining  high level of accuracy and efficiency, as well as achieving branch goals.
Highlights
Cash handling


Sales representative

Computer-literate


Vault custodian

Investment adviser

RELATED EXPERIENCE:
BPI FAMILY SAVINGS BANK
Hired Date: May 5, 2008 – Present (7 Years)
Senior Service Associate
Duration: 2014 – Present

Bank Operations

· Process routine account transactions including exchange of foreign currencies.

· Approval on account opening, including savings, time deposit and checking.

· Answer basic customer inquiries regarding interest rates, service charges, and account histories while complying with disclosure requirements, regulations and consumer privacy policies.

· Approval of tellers transactions requiring override approval within prescribed authority limit.

· Act as universal checker for the branch signatory to internal documents.

· In charge of informing clients regarding their incoming returned checks and technicalities.

· Cross-sell bank products and services.
Customer Services Associate (New Accounts Clerk)
Duration: 2011 - 2014

Bank Operations
· Compile information about new accounts, enter account information into computers, and file related forms or other documents.

· Inform customers of procedures for applying for services such as ATM cards, direct deposit of checks, and certificates of deposit.

· Perform teller duties as required.

· Execute wire transfers of funds.

· Interview customers to obtain information needed for opening accounts or renting safe-deposit boxes.

· Process loan applications.

· Collect and record customer deposits and fees, and issue receipts using computers.

· Perform foreign currency transactions and sell traveler's checks.
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Customer Service Associate (High Counter / Teller)
Duration: 2008 - 2011

Bank Operations
· Check cashing, depositing, transfers, wire transfers
· Savings deposits, withdrawals

· Payment collecting

· Promotion of the financial institution's products (loans, mortgages, etc.)

· Cash advances

· Balancing the vault, cash drawers.

· Batching and Processing Proof Work

· May include ordering products for the customer
KNOWLEDGE, SKILLS AND ABILITIES:
· The ability to prioritize and make on-the-spot decisions regarding customer transactions, weighing customer satisfaction issues with Bank exposure to loss or fraud.

· Excellent customer service and strong communication skills.

· In-depth knowledge of all bank deposit products, policies, bank loans, investment.
· Ability to work in a fast-paced environment and works well under pressure.

· Knowledge of various federal regulations including Bank Secrecy Law and Anti Money Laundering Act of 2001.
· Basic knowledge in MS Word, EXCEL and Power Point.
SEMINARS ATTENDED:
· Senior Service Associate Certification Program (April 10,2014)
· Being An Effective Team Member (March 24,2014)
· Risk Management Overview (December 13, 2013 )
· Conflict of Interest (December 12, 2013)
· Information Security Awareness Program (December 10, 2013)
· Money Laundering and Terrorism Financing Prevention Program ( August 16, 2013)
· Unit Investment Trust Fund Certification Program (July 13, 2012)
· Counterfeit Detection Seminar (July 30, 2011)
· Basic Accounting Module (October 28, 2010)
· Relationship Management Certification Program (January 7, 2010)
EDUCATIONAL BACKGROUND:
College:


Bachelor of Science in Business Administration

2004-2008





Major in Management





New Era University





No. 9 Central Avenue, Diliman, Quezon City
PERSONAL INFORMATION:







Date of Birth: December 3, 1986


 Civil Status: Single



Height: 5’6”


Religion: Iglesia Ni Cristo (Church of Christ)

Weight:  64 kg.
