Position Applied for:

                                    Administrative Assistant / Secretary
OBJECTIVE:____________________________________________________
To contribute my skills and knowledge through my experience and education and develop it through company’s competitive training.

Professional Qualifications:

ST. PETER LIFE PLAN & FINANCE CORP.
Philippines

Administrative Assistant cum Secretary
October 2005 to January 2016
DUTIES AND RESPONSIBILITIES:
●  Greet and assist clients coming in the office.
●  Answer phone calls, clients inquiries and emails.

●  Email quotations to clients.

●  Prepare and file the insurance claims of the clients to main office.

●  Proper documentation of clients’ claims.

●  Coordinate to the insurance company if the clients were covered of the insurance.

●  Handle financial accounts of clients who avail the loan program.
●  Prepare the billing statement of the clients.

●  File and update records of clients.

●  Receive daily collections of the sales agents and deposit to the bank.

●  Receive collections from clients paying directly to office.

●  Encode and update clients payments on ledgers and system.
●  Follow up over due bills of the clients.

●  Prepare payroll of the sales agents.

●  Prepare commission and incentive vouchers.
●  Arrange venues during seminar and orientation of  new recruit sales agents.

●  Orient walk-in applicants and sales agents.

●  Take minutes during meetings..

●  Submit daily and monthly reports to the Manager and Regional Manager.

●  Bookkeeping of monthly sales, collections and expenses.

●  Disburse and replenish branch revolving funds.

ON JOB TRAINING:
PHILIPPINE NATIONAL BANK

Philippines

Inclusive Date: June 11, 2004 to October 8, 2004
SKILLS:

●    Computer Literacy

●    Knowledge in Microsoft Office

●    Bookkeeping

●    Knowledge in using Cash Registry Machine

EDUCATIONAL ATTAINMENT:


TERTIARY:

Bachelor of Science in Business Administration






Accounting Management






ABADA College, Philippines






Graduate – March  2005

Personal Data:

Date of Birth


:
August 8, 1983


Age



:
32


Place of Birth


:
PH


Civil Status


:
Married


Citizenship


:
Filipino


Sex


            :
Female


Language/Dialog Spoken       :
English and Filipino

First Name of Application CV No: 1668324
Whatsapp Mobile: +971504753686 

[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




