D.O.B: September 09,1993

Marital Status: Single

CAREER OBJECTIVE:

To acquire a position requiring innovative challenging training that will develop and enhance my knowledge as well as my skills.


PROFESSIONAL EXPERIENCE:
Philippine Savings Bank

Customer Service Associate:  Bank Teller

July 21, 2014 – April 1, 2016

KEY DUTIES AND RESPONSIBILITIES:

· Ensure prompt and courteous servicing of clients inquiries and transactions; provide information on bank products and services to clients

· Process over the counter transactions-deposits, withdrawals, encashment, loan payments, miscellaneous transactions such as card payments.

· Validate cash and check deposits for any technical deficiencies before posting.

· Approve cash withdrawals or encashment within authority limit,

· Perform deposit pick up services.

· Record late for clearing checks appropriately, ensure that late check deposits are properly stamped as late deposits

· Verify signatures on inward clearing checks, over the counter transactions and encashment/withdrawals in accordance with CSA’s approving limit

· Perform outward clearing functions

· Sort, bundle, and transfer all access to Branch Service and Control Officer at regular interval during the day.

· Perform triangular balancing of transactions – system record vs, source documents vs. source documents vs. cash/check items; ensure that all transactions and actual cash are balanced at the end of the day.

· Prepare transmittal slip of transactions, tape totals, and microfilm all transactions media.

· Responsible for reporting any suspicious transactions in the branch to the supervising officer and/or BBG head office for immediate actions

· Perform other tasks that may be assigned by superior from time to time.

Sitetel Marketing

On Job Training 

November 2013 – January 2014

· Assist Sales representative on their remittances of sales

· Filling of documents such as sales report

· Deposit sales on bank

· Organizing events and occasions related to company products and promotions
· Follow up through phone call on the service being provided by the company.

· Cross selling of products.
SKILLS: 

· Admirable experience in providing customer services for all sales activities in financial sector

· Sound knowledge of retail products and procedures

· Profound knowledge of operations in bank branch

· Immense knowledge of personal banking products and service

· Ability to perform advanced math in everyday bank activities

· Ability to develop innovative resolutions to customer issues

· Ability to utilize all bank based window applications

· Strong selling, cross-selling ability
· Computer literate Advance MS Word and MS Excel
· Effective communication skills

· Knows how to deal with different personality

· Work well independently or with a group

· Multi- tasker

· Flexible: able to adopt new environment and culture

EDUCATIONAL ATTAINMENT:
Tertiary
School:

Pamantasan ng Lungsod ng Pasig ( University of Pasig City )
Course :   

Bachelor of Science in Business Administration Major in Marketing Management
Address: 

Philippines
Year Graduated: 
2010-2014

Secondary 

School:

Manggahan High School
Address: 

Philippines
Year Graduated: 
March 2010

Primary 

School:

Manggahan Elementary School
Address: 

Philippines
Year Graduated: 
March 2006

SEMINARS / TRAINING ATTENDED:
· Customer Experience Training - May 16,2015

· AMLA  (Anti- Money Laundering Act)

· Business Continuity Plan Seminar

· Clearing Seminar

· Counterfeit Detection Workshop

· Fraud Control and Prevention Seminar

· ID verification and Check fraud detection workshop

· Loans Operation 101

· Signature Verification Workshop

· Sales Awareness Orientation

ACHIEVEMENTS:
2010-2014 :       Congressman Roman Romulo Scholar

2010-2011 :       Deans Lister

2008-2009 :       Mayor Bobby Eusebio Scholar

2006          :
   4th Honorable Mention
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