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Objective:   A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.

PERSONAL INFORMATION

Visa Status

:
Employed
Birth date

:
February 17, 1992


Place of Birth

:
San Luis, Pampanga

Religion

:
Roman Catholic

Age


:
24 years old

Nationality

:
Filipino

Height


:
5’2”

Weight

:
100 lbs


Gender

:
Female

Civil Status

:
Single

Professional Experiences

Receptionist cum Secretary


Gym


May 2015 – Present

· Greeting customers.
· Answering telephone, directs calls and emails

· Dealing with queries.

· Preparing correspondence and documents.

· Scheduling appointments.

· Doing research and maintain the database updated.

· Controlling the inventory relevant to the reception area.

· Proficient in Microsoft office application, involving Microsoft Word, Excel, PowerPoint and Outlook.

· Proficient in using Gym Assistant

· Proficient in using Quickbook

· Process customer transactions efficiently and effectively.
· Able to quickly adapt a new situation and system.

· Efficient professional capable of under pressure.

· Provided prompt, counters service to customer.
· Excellent in over the counter transaction

            Treasury Assistant- Foreign Exchange 

Madison Shopping Plaza, Inc. (Sm Mall)

May 18, 2012 - December 09, 2014

· Foreign Exchange

· Answered phone calls and assisting customer with their operations

· Receiving and Sending cash (Remittances)

· Printing reports 

· Able to detect counterfeit money, peso and other currencies

· Excellent in over the counter transaction.

· Highly organize and detail oriented


On the Job training 

Bank of Florida, a rural bank

Sta, Ana Branch Office


July 04, 2011- October 20, 2011

· Assisting customer with their problems

· Filling documents 

· Sorting of bills

Education

Tertiary
:
Holy Cross College (2008 - 2012)



Bachelor of Science in business Administration




Major in Finance Management




Sta. Lucia, Sta. Ana, Pampanga

I hereby certify that the above information is true and correct to the best of my knowledge.
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