Ms. Jinky 
SUMMARY
A responsible and dedicated Business Development Officer who has the motivation and right skills needed to accomplish work. Excels at prioritizing and working multiple tasks effectively and has passion in delivering quality results to every task being assigned. She wants to develop her career in a company that values passion, positivity and hard work.
AREAS OF EXPERTISE
Customer Relations / Sales / Marketing / Administration

Build business in new markets and areas

Maintaining business relationships through networking

Able to cope with pressure

Planning and Prioritization

Professional and willing to be trained
Knowledgeable in MS Word, Excel, PowerPoint, and Outlook

Business Correspondence
PERSONAL INFORMATION

Nationality

Filipino

Age


28 years old

Civil Status

Single

WORK EXPERIENCE
SAMBA BANK (SAMBA FINANCIAL GROUP)
Jumeirah, Dubai UAE
     Business Development Officer (Credit Card Department)
     October 4, 2015 till present
-Emphasis on direct client contact and sales of credit relationships
-Direct calling on prospective new clients to generate credit card sales
-Developed a marketing plan to increase referrals from outside resources
-Build strong client relationships through thorough understanding of client needs
-Make sure that the benefits of the product are clearly explained to clients
-Ensure that the documentary requirements are complete
-Relay the application status to clients
Cando Broker LLC

Deira, Dubai UAE
     Administrative Assistant / Assistant Accountant / Receptionist
     April 11, 2015 – September 15, 2015
-Performs administrative and office support activities

-Attends phone calls, receiving and directing visitors

-Word processing, creates spreadsheet and filing


-Writes business letters to clients

-Performs internet research

-Maintains supplies and equipments inventories

-Resolves administrative problems by coordinating preparation of reports


-Prepares monthly reports for expenses & sales
Ofinity Health HR Consultancy
Ibn Battuta, Dubai UAE
     HR/Recruitment Consultant
     March 4, 2015 – March 26, 2015

-Vital link between clients (Hospitals/Clinics) and candidates (Medical Professionals)

-Advertising vacancies by placing adverts in different job sites


-Receiving and reviewing applications, conducting phone interviews, and creating a     
  shortlist of candidates for clients

-Briefing the candidates about the responsibilities, salary and benefits of the job


-Preparing CVs and correspondence to forward to clients regarding of suitable 

  candidates

-Organizing Interviews for candidates as requested by clients

-Informing the candidates about the result of the interviews

-Working towards targets that may relate to the number of candidates placed
Bank of the Philippine Islands - Family Savings Bank
Head Office – Makati City, Philippines (2008-2015)
      Marketing Associate (Auto Dealer Network Marketing)
      April 2011 – January 2015
-Process auto application by assessing client’s profile.
-Deals directly with the auto dealers and clients for the auto transaction.

-Makes sure that statuses of accounts are relayed to auto dealers. 

-Coordinates with branches for the documentation of Direct Loan transactions.

-Attends client’s inquiries regarding Auto Transactions.

-Handles monthly volume report for the monthly performance assessment.

-Responsible for Booking of Auto Loan Accounts
      Credit Analyst (Auto Loans Department-Credit Evaluation Department)
      December 2010 – March 2011
-Interviews clients via phone for the further clarification of data.
-Assesses client’s stability thru the data gathered.
-Conducts checking via phone or email for the employment/business checking.
-Conducts Bank checking for the handling of client’s account.
-Determines if account is approvable or not.
-Recommends approval of the account. 
               -Rejects the account if the results of checking are not enough to establish account
      Sales Intake Assistant (Auto Dealer Network Marketing)
      June 2008 – November 2010

-Interview clients via phone to gather the information needed.

-Assess the client’s profile thru the information gathered.​​​​​​​
-Encode details of clients to system based on the gathered data
-Coordinates with Credit Department for the evaluation of account.

Land Bank of the Philippines

Quezon City Branch, Philippines

January 2008 – March 2008

Trainee (New Accounts)

-Assists clients in opening New Deposit accounts.

-Collecting client’s requirements to facilitate opening of accounts.

ACHIEVEMENTS
Heroes Awardee (Hit Target)

4th Quarter (October to December, 2010), Auto Retail Marketing
Heroes Awardee (Hit Target)

1st Quarter (January to March, 2011), Auto Retail Marketing

Heroes Awardee (Hit Target)

1st Quarter (January to March, 2012), Auto Retail Marketing
Heroes Awardee (Hit Target)

2nd Quarter (April to June, 2012), Auto Retail Marketing
WOW Employee of the Quarter Awardee

4th Quarter (October to December, 2013), Auto Retail Marketing
2013 BFB Annual Heroes Awardee (Hit Target), Auto Retail Marketing
WOW Employee of the Quarter Awardee

1st Quarter (January to March, 2014), Auto Retail Marketing
WOW Employee of the Quarter Awardee

3rd Quarter (July to September, 2014), Auto Retail Marketing
EDUCATIONAL BACKGROUND

College



Polytechnic University of the Philippines





Sta. Mesa, Manila





Bachelor in Banking and Finance





Attended year 2004-2008

High School


Caybiga High School





Caloocan City





Attended year 2000-2004

Elementary


Bagbaguin Elementary School





Valenzuela City





Attended year 1994-2000

SEMINARS AND TRAININGS ATTENDED

· Credit Camp

Buendia Center Makati City (June 27, 2009)
· High Impact Bank Salesmanship Skills Workshop

Buendia Center Makati City (November 17-18, 2009)
· Business Correspondence Writing

BPI Head Office Bldg., Makati (December 7-8, 2009)
· Handling Telephone Sales Workshop

Buendia Center Makati City (May 27-28, 2010)
· Personal Effectiveness

Buendia Center Makati City (December 4-5, 2012)
· Personal Effectiveness II

Buendia Center Makati City (December 5, 2013)
· Consumer Insighting 101
Buendia Center Makati City (September 8, 2014)
Sir / Madam,
I am writing to express my interest in applying for any position in your company that matches my qualifications. I enclose my CV for your information.​
I have had extensive work experience in office environments and service sector, particularly in Bank Industry, giving me a wide-ranging skills and ability to deal with different types of people. This actually equipped me to work multitasking and to handle prioritization effectively. I am a hard working person and very eager to learn.  I believe I could fit into your team. 
Hope you find time to view my CV to check if I match the qualifications for this position.

Thank you very much for your time and I look forward to hear from you about the job opportunity.

To contact this candidate click this link submit request with CV No
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