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ROCHELLE
OBJECTIVE

· To help the organization in attaining its development goal.

· To develop and enhance my working capabilities in order to be a dynamic and competent leader and further to develop my knowledge for continuous career growth.

Professional Experience

(Continued)
	Duties & Responsibilities

Corp. – August 04, 2014
	Credit Committee Supervisor / Appraiser
Up to present


· Non – Collateral Account 
· To analyze if the document submitted is approved based on their income statement and can sustain their monthly payment
· Screening of document submitted checked if is authentic or falsified 
· Conduct a thorough interview to the client based on their background

· To conduct Bank Checking, Trade Checking, Personal References and  other Credit investigation
· Give Pre approval based on their income and through their submitted documents

· Collateral Accounts

· Collateral are based on the Fair Market Value or FMV 
· Give percentage of the value of the collateral item either 65% up to 75% of the total average of FMV

· To conduct a thorough interview to the client based on their background

· To conduct Bank Checking, Trade Checking, Personal References and other Credit Investigation

· Give Pre approval amount based on the FMV + the income of the client provided what document been submitted

· Type of product to be appraised are follows:

· For Non – Collateral Loan 

· Business Loan, Doctors Loan, Seaman’s Loan, OFW Loan, Salary Loan

· For Collateral Loan
· Car Loan, Truck Loan, PUJ Loan, Taxi Loan Real Estate  Loan
	Duties & Responsibilities
Voltas Limited - Formula 1AUH
	Document Controller
Oct. 2007 – Oct 2008


· Receiving, indexing, distributing, filling, retrieval and tracing of documents, QA/QC documents, records, various types of status/progress or other reports.
· Responsible for establishing and maintaining accurate files, handling incoming and outgoing documents, from main contractor submittals, developing and maintaining electronic and hard copy documentation system             called ( ACONEX SYSTEM)
· Make sure to be able to copy all the documents required by the PD ( project director ) or by the engineers

· Authorized to receive the documents and to endorsed as well 
	Duties & Responsibilities
Kuwait Swedish Cleaning Services Co.
	Assistant Secretary
Aug. 2006 – Oct 2007


· Responsible in filing indexing all the documents like correspondence, quotations and emails.

· Responding to the client inquiries and composing routine correspondence and emails.

· It includes preparation and completion of contract agreements maintenance of client records. 
	Duties & Responsibilities
Kuwait Swedish Cleaning Services Co.
	Customer Service / Asst. Finance Controller

Aug. 2006 – Oct 2007


· Main responsible for preparing a monthly invoice, processing of client request for their monthly consumption on the material that we supplied. Checking of materials, personnel to be supplied. 
· Receiving of Incoming calls ( Follow up & Inquiries ), complaints and assisting client request, giving all the right information needed. 

	Duties & Responsibilities
Asia link Financing Corporation
	Marketing Supervisor
Dec. 2003 – June 2006


· Feeding data in computer pertaining to accounts approved, declined and pending approval, monitoring of accounts in monthly, weekly and daily.
· Accepting client inquiries, complaints, make necessary action with other department for approval of accounts by ( checking of clients status )
· For client request of increasing their approval accounts

· Providing of  accurate reports to be submitted for the purpose of evaluating company profits

· Checking of documents submitted by the client before processing, documents should be authentic in order to approved the demand amount and also to avoid processing of falsified documents,

· Responsible for the check preparation 
· Receiving of Incoming calls (Follow up & Inquiries), complaints and assisting client request, giving all the right information needed. 
· To give instructions to the client on the correct procedures, requirements to be submitted and how the accounts be processed. 

	Duties & Responsibilities
Asia link Financing Corporation
	Credit Review Supervisor

Dec. 2003 – June 2006


· Credit analyst,  providing accurate information about the client, Bank Account Family Background and trade checking if possible, work place and status
· Monitoring of accounts for 6 Branches ( approved, declined and pending accounts )

· Preparing of monthly reports with reference to our clients status of approval, Authorized Signatory for check preparation 

	Duties & Responsibilities
Asia link Financing Corporation
	On the Job Training

June 2002 – June 2003


· Printing of List of PDC ( Post Dated Checks ) 

· Printing of Demand Letter 

· Printing of Statement of Accounts 

· Update the accounts ( DAIF, Bouncing checks, cash deposits )   
SPECIAL SKILLS

·   Proficient in English 

· Computer Literate (MS Office, Internet)
· Able to handle difficult situation 

· Hard working and able to learn 

· Knowledge of Arabic Language (working on it) 
· Attend Amadeus Ticketing Seminar ( in Kuwait)

EDUCATIONAL ATTAINMENT
(CONTINUED)
 COLLEGE                                                June 1998-April 2003

                                                                    Jose Rizal University 

                                                                    Mandaluyong City, Philippines            

                                                                    Bachelor in Commercial Science 

                                                                    Major in Business Management 
 

SECONDARY                                             1994-1998

                                                                   Benigno “ Ninoy” Aquino High School 


                                                                                Lanzones Commembo, Makati City, Philippines
  ELEMENTARY                                           1988-1994

                                                                   Pembo Elementary School                                                                 




         Escarlata St. Pembo Makati City

 
PERSONAL DATA INFORMATION
 Birthday       



February 02, 1982                                                  

Age                                                                 32
Birth Place                                                      Oriental Mindoro
Civil Status                                                     Single 
Citizenship                                                     Filipino

Religion                                                          Roman Catholic            

Language Spoken                                            English & Arabic (in progress)
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