BOBIE
Objective

To be part of a highly dynamic company where I could submit myself to even greater responsibilities and have opportunity for professional and personal enhancement.
Academic Qualification

A Degree Holder in Bachelor of Science in Business Administration
Major in Management

University of the East Caloocan City, Philippines

Graduated March 1999
Work Experiences
Al Ghurair Exchange
Diera, Dubai 5530

September 2013 up to Present
Remittance Teller

Job Description

· Processes the transactions, i.e., foreign currency exchange, money transfers, collection of payments, inward remittance payments;
· Achieves or exceeds his/her Customer Service objectives.  This ensures customer satisfaction and thereby repeats sales.
· Adherence to a complaint-free and fast, but error-free delivery of services;
· Contribute achieve or exceed the allocated sales targets for individual retail unit by offering excellence in customer service and Cross-selling the products and services.

· Policy-compliant performances;

· Highly satisfied customers; honestly and integrity 

· Entertains the customers and meet their required services;

· Familiarizes all the products and services and be able to demonstrate mastery in discussing them to the customers;

· Practices Know Your Customers (KYC) and Customer Due Diligence (CDD);
· Investigates notes to determine genuine from counterfeits, balances transactions and ensure that no shortage and overages, no double postings;
Banco de Oro Universal Bank (BDO) 
Manila. Philippines

December 18, 2000 to January 15, 2011
Senior Bank Teller
Job Description
Tellering

· Responsible for rendering service to all our clients through proper and outmost care of  handling cash, checks and other documents basically in deposits, withdrawals and other day to day banking transactions.
· Dealing and assisting clients needs and wants, performing other duties designated by the customer. Do marketing prospected clients and offer banks products.
· Properly perform review/checking of submitted documents by clients related to their day to day cash /check deposits and ensure deposits are credited only to authorized account name/numbers.

· Secured concurrence of client or their representative in case of discrepancy.  Asked for clients’ signature if there are alterations made on deposit documents.

· Assigned to validate the client cash/check and withdrawals slips using designated TILL ID.

Branches Servicing / BSP Liaison 

     ●
Receive instructions from Cash Hub Officer which Branches to service.

     ●
Prepare duffel bag of branches for cash delivery or pick-up of excess cash.

     ●
For foreign currency bills, ensure that bills are supported by serial number as
          required on Branch Servicing.


     ●
Request officer to open assigned combination of Armor Car Unit vault.

Deposits Pick-up Servicing 

     ●
Assigned to collect/pick-up cash/checks deposits from clients duly covered by deposits 
          pick-up agreement.
· Ensure security of deposits upon receipts from clients and while in transit by
          placing all bags inside cash safe of armor car unit.

· Turn over to cashier all cash & check pick-up supported by validated Cash 
          Transfers Slips for cash and run-up of check deposits.

· 
Ensure the actual pick-up is balance against the validated totals on system.
          Declare discrepancies if any.
ATM Servicing
     ●
Responsible on scheduling of loading and retrieval of cash from each ATM
      
Machine clustered to the cash hub as primary custodian.

· Responsible to perform cash balancing of ATM Machines compared VS each 
      
terminal reading/production report as primary custodian.

     ●
Assigned to load cash inside ATM Cassettes at cash hub premises and ensure that
       
all machines are in good running condition and ONLINE.

Skills

· Proficient with Microsoft Suite-MS Word, Excel, Outlook and PowerPoint
· Good Knowledge of various software programs, banking applications
Key Qualifications
· Good interpersonal relations and communication skills.
· Excellent organizational, mathematical and problem solving skills.
· Computer skills including the ability to operate computerized accounting, spreadsheets and word processing programs at a highly proficient level.
· Extensive background in customer oriented service operations.

· Can handle currency and financial transactions accurately.

· Effective in verbal and written communications skills.

· Proven initiative and work with minimal supervision.
· Can handle pressure gracefully.

· Flexible and multi-tasking.
Seminars Attended

· Counterfeit Detection and Currency Redemption

· International Comprehensive Banking System-Accounting

· Training  Branch Orientation

· BDO Shopmore Mastercard Product Launch

· Anti-Money Laundering Act

Personal Data
Birth Date
:    May 29, 1978
Nationality
:    Filipino

Civil Status
:    Married                                        
Gender 
:    Male
Language
:    English & Filipino
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