Professional Objective:

Be able to work efficiently with perseverance and commitment using necessary skills towards achieving the success of the company and attaining personal growth as well.

SKILLS:

· Proficient in various banking operations

· Knowledgeable in doing month end reports(accruals of Time Deposit)

· Competent capability in clerical duties and customer service functions

· Computer Literate (MS Word, Excel, Microsoft Office)

· Good Interpersonal Skills

· Drive (4 wheel)

· Provide outstanding customer service to improve customer satisfaction and relationship.

· Handle and resolve customer complaints/inquiries via mail or phone in a timely and accurate manner.

· Handle incoming phone calls related to; banking services.

· Provide accurate information relatively to phone banking, cost proposals in response to customer’s requests.

· Maintain competent understanding of company’s products, their functions and alternatives.

· Coordinate, analyze and improve customer service functions to meet company goals.

· Maintain database of customer sales order and invoicing records.

· Assist in marketing activities and inventory control maintenance.

· Provide general administrative and clerical support including mailing.

· Modify documents including correspondence, reports, drafts, memos and emails schedule and coordinate meetings, appointments and travel arrangements for Managers Maintain office supplies for department.

EXPERIENCES:

Customer Service Representative

Company, U.A.E.
-
December 28, 2011 to July 27, 2014

· Create and manage Telegraphic Transfers (TT), Demand Drafts (DD) for Philippines, Bangladesh, Pakistan, and India.

· Ensure that all transactions are printed as per standard policies and all other relevant applications.

· Facilitate online transaction like Western Union, Iremit, Xpress Money, Transfast and Instant Cash.

· Check Daily Activity Reports to ensure accuracy of all day transactions.

· Collect data from customer according to company standard KYC policy.

· Resolve customer issues with proper guidance and suggestions related to remittances.

· Releasing remittances to their corresponding Banks.

· Reconciling Online Transaction. (Western Union).

Head Cashier, Loans Processor, New Accounts in charge and Teller

Philippines
-
June 12, 2006 – August 30, 2011

1. Head Cashier (April 1, 2008 – August 30, 2011)
· Maintains custody and control of all money, funds and other assets of the bank

· Keep and control all accountable forms

· Verifies authenticity of signatures as appearing in the withdrawal slips

· Balanced all cash related transactions before the day ends

· Generate deposit and prepare monthly reports

· Supervises Cash Department personnel

· Responsible for handling remittances, and reconciliation that are related to payments

· Handle internal and external queries and maintain good relationship with clients

2. Loans Processor (September 1, 2007 – March 31, 2008)
· Processing Loan Application

· Posting daily transaction such as loan payments

· Updating client’s subsidiary ledger

3. New Accounts in charge and Teller (June 12, 2006 – August 31, 2007)
· Servicing of New Accounts opening and prepares monthly bank statement

· Issues official receipt of utility, loans, tuition fees and miscellaneous collections

· Receives and generate deposits

· Verifies actual cash/checks

· Responsible for receipt/payout of deposits, withdrawals, encashment

· Man counter and assist with queries

· Conduct telemarketing to sell products and services

Supervisor

Modern Footwear Incorporated, Philippines
-
March 16, 2004 – October 15, 2005

· Makes daily sales report and balance cash flow, inventory of stocks

· Responsible for the smooth daily store operations and customer satisfaction

EDUCATIONAL BACKGROUND:

· Bachelor of Science in Commerce Major in Management
· Liceo de Cagayan University June 1997 – March 2002
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