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OBJECTIVES�
�



Obtaining a progressively challenging and growth oriented career in Banking and Finance that could effectively utilized my clerical, administrative and technical skills to its fullest potential.





WORK EXPERIENCE�
�
	


	Cage Supervisor


	November 18, 2015 – January 14, 2016


           January 28, 2015 – September 16, 2015


	Acting Cage Manager


	June 17, 2015- July 15, 2015 





Supervises Cage Cashier performs procedures and ensures all transactions meets accuracy & Company Standards.


Monitor Staff performance; ensuring adhere to Policies & Procedures.


Verify accuracy of all Financial Reports in the Main Bank


Direct cash management operations to include daily cash administration, management of credit accounts.


Reviews and drives improvement in cash management, ensuring all financial obligations are met in accordance with Company policies and procedures.


Facilitates and  monitors online check deposits and marker deposits.


Prepares cash flow and other commodity reports and identifies and evaluates variances


Conducts trainings & orientation of new employees


Verifies & Monitor over all Cash & other Commodities ( pertains to Chips, Promotional Chips,  Markers, Front Money Deposits, Cage Check ) balance standing


Over look and assist cashiers all counter transactions.


Verifies accuracy all  commodity transfers


Monitor and maintains Kiosks & ATMs status and balances ( loading , retrieval )


Supervises and Performs Table Drop and Bill Drop count.


Ensures to meet quality Guest Service.





Cage Cashier ( MainBank )


March 27, 2014 – December 01, 2014


July 05, 2013 – February 26, 2014





Comprehensive operational knowledge in performing duties & responsibilities competently and confidently of a Cage / Main bank Cashier under Cage and Finance Department.


Performs routine tasks of preparing Cash Floats and receiving Sales and Revenue of F&B Department, Front Office and other outlets.


Conduct transactions such as Credit Marker, Personal Checks & Front Money Deposit, Traveler’s check, Credit Card Advances and other monetary transactions in conjunction with Casino / Finance policies, procedures and directives.  Adhere to Finance Department Policy & Procedures at all times.


Does Soft Count duties, counting of cash & commodities from all table boxes generating nightly reports of all for daily revenue summary in every end of the gaming day


Does Slot Drop duties,  bills collection and counting of all cash & tickets from all slot machines at end of the gaming day


Process Guest’s Onboard Account, Cash advances on Global Cash Money which involves credit card processing, receives check payments or issuance on guest with Credit Line or Front Money Deposit at the casino.


Performs all activities honestly and handle all customer interaction in a courteous and efficient manner.


Assist ATM and TRU Cash loading, retrieval and balances.
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EDUCATIONAL BACKGROUND�
�



TERTIARY:	


Sacred Heart College (Lucena City, Philippines)


Bachelor of Science in Commerce 


Major in Banking and Finance


2000 – 2004





PERSONAL DATA�
�



Nick Name:	Mavis 	


Age :		33


Birthday :	December 09, 1982


Citizenship:	Filipino


Status:		Married


Language:	English and Filipino


Height:		5 ‘6     


Weight:	127Lbs





SKILLS�
�



Good working knowledge in Banking and Finance 


Marketing Enthusiast


Knowledge in UITFs, Corporate Bonds, Treasury Bills and Special Deposit Accounts, Domestic/ Foreign Telegraphic Transfers, Demand Drafts and Manager’s/Cashier’s Check, Marker, Front Money Deposits


Computer literate ( Microsoft Word, Microsoft Excel )


Knowledge in AS400 , ICBS, FEDS, BFEAS, DRS,ECA,GCA


Proficient in managing time,expedient in problem solving, and has a strong ability to work independently


Excellent customer service skills, good


Telephone etiquette, detail oriented, hardworking, diligent and effective team player.


Motivated and enthusiastic person


Outstanding oral and written communication ( English, Filipino )


Capable of learning and applying new concepts quickly and easily. 











SEMINARS AND TRAINING ATTENDED�
�






“Money Detection Seminar”


( Philippine Peso and Foreign Currencies )/ Currency Redemption


Conducted by: Ms. Vicky Melquaides - Central Bank Officer


October 23, 2004


Conducted by: Banco De Oro Universal Bank Inc.


January 28, 2006


May 26, 2007


July 18, 2008








“Fraud / IT”


Conducted by: Banco De Oro Universal Bank Inc.


January 18 - 20, 2006


Conducted by: Resort World Bimini Superfast Ltd.


August 2015











“Anti-Money Laundering Act Seminar”


Conducted by: Banco De Oro Universal Bank Inc.


June 16, 2006











“Signature Verification Seminar”


Conducted by: Banco De Oro Universal Bank Inc.


January 28, 2006


May 26, 2007











“Unit Investment Trust Fund Seminar”


Conducted by: Banco De Oro Universal Bank Inc.


July 7, 2006











“Counterfeit Detection and Currency Redemption Seminar”


Conducted by: Banco De Oro Universal Bank Inc


January 30, 2006


Conducted by: US Federal Bureau of Investigation -FBI


August 2015











“Effective Cash Handling”


Conducted by: Banco De Oro Universal Bank Inc.


January 18, 2007




















Senior Customer Service Associate /


Senior Marketing


Banco De Oro Universal Bank Inc.


January 16, 2006 – July 01, 2011





CASH OPERATIONS:


Process over the counter transactions pertaining to cash and check deposits, withdrawals, encashment , bills payments, foreign currencies, remittances and other miscellaneous transactions


Responsible for signature verification and approval of transactions   within the authorized limits


Encodes post dated checks in PDC system, monitor checks for clearing on due dates


Prepares required manual reports for payments to government institutions and third party


Prepares tickets for transactions requiring accounting entries, as applicable. Files reports and documents of all transaction in the section.


Coordinates  with clients regarding funding of inward checks, confirmation of checks with technicalities


Entertains client queries on their placements and deposits such as passbook balance error, adjustments on passbook balances, confirmation, inquiries on transactions, and reconciling items of clients


Performs functions related to ATM operations such as cash loading and replenishments, retrieval of captured cards


Uploads and reviews  all payroll transactions to ensures that the clients account has a sufficient available balance to cover all payroll credits


MARKETING OPERATIONS:


Ensure to meets the service standards and client expectations as to accuracy, efficiency on turnaround time


Offer/cross-sell to clients Bank’s Products and Services. Brief and orient them to all nature and details of Bank’s products and services


Process Individual/Corporate Account openings, account maintenance and enrollment to various services:


Monitor maturities. Process and computes rates, placements, rollover or renewal, termination or pre-termination of termed accounts


Handles and coordinates with traders for proper booking of Trust and Treasury products such as Special Deposit Accounts under diversified outlets,  Corporate bonds, RTBs and UITFs within cut offs


Handles client concern and sees to it they acknowledged, addressed  and resolve immediately in accordance to Bank’s  service standards


Updates client’s data and Corporate documentations


Request/Issuance and replacements of ATM cards. Monitor cards inventory


Process back to back and Non risk loans and its computation documentation


Review/Prepares, approves and submits branch reports. Ascertains completeness, accuracy and prompt and proper dispatch of documents/reports to concerned units


Gives recommendations to improve operational efficiency


Maintains and safe keeps working supply of accountable forms


Responsible for implementations of Audit rectifications within the sections





Treasury Assistant – Foreign Exchange


	SM Mart Inc.  – SM Lucena City


	July 01, 2004 – June 13, 2005





Facilitates foreign exchange transactions


Process  remittance pick up


Coordinates with banks for possible outlet of investments


Assist ATM  operations with in mall area ( cash loading and retrieval )


Assist cash pickups and day to day balancing


prepares, reviews and submits comprehensive daily and monthly reports
































