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OBJECTIVE: Obtain a position as a team-player in a people-oriented organization where I can maximize my customer-service experience in a challenging environment to achieve the corporate goals.
PROFESSIONAL EXPERIENCE:
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Qatar

Position: Examination Invigilator

April 2016 Up to present

Duties:
· assisting with setting-up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures; 
· assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues. 
· offering advice and guidance to unregistered candidates without allocated seats. 
· ensuring that candidates do not talk once inside examination venues. 
· invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with strict procedures. 
· checking attendance during examinations. 
· recording details of late arrivals and early leavers and collecting scripts from early leavers. 
· escorting candidates from venues during the examinations as required, and supervising candidates whilst outside examination venues. 
· collecting and collating scripts at the end of the examination in accordance with strict procedures. 
· assisting with the preparation of script envelopes. 
· supervising candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorization and ensuring that candidates leave venues in an orderly and quiet manner. 
· assisting with the packing of examination papers, stationery and equipment prior to the examinations and the delivery to and from venues as appropriate. 
· assisting with the preparation of seating plans; 
Security Bank Corporation
Makati City, Philippines

Position: Customer Advisor

November 2013 to February 2014

Duties:
· processing checks, cash and direct debit payments and withdrawals 
· setting up and maintaining customer's accounts 
· dealing with enquiries 
· promoting and selling bank products and services to customers 
· using a computerized system to update account details 
· general administration tasks 
· helping customers with loan and mortgage applications 

Security Bank Corporation
Makati City, Philippines

Position: Customer Service Specialist-New Accounts (CSS-NAC)

July 2011 to October 2013

Duties:
· Processing all new account transactions 
· Assisting clients with internet banking access 
· Processing wire transfers 
· Maintaining customer accounts and files 
· Preparing reports 
· Referring clients to appropriate staff for inquiries or other services 
· Performing branch clerical duties 
· Cross-selling the Bank’s products and services 
· Assisting with cross-training of new or less experienced staff members 

Security Bank Corporation
Makati City, Philippines

Position: Customer Service Specialist- Teller (CSS-Teller)

March 2009 to June 2011
Duties:
· Cash checks after ensuring that signature are verified 
· Receive checks and post entries into correct accounts 
· Manage balancing duties to currency, coins and checks 
· Verify dates on incoming checks 
· Ensure that customers’ loan information is processed and maintained appropriately 
· Receive cash from armored cars and count and verify cash 
· Verify cashier’s checks 
· Sort, file and record deposit slips 
· Manage bank vaults to ensure correct cash balances 
· Provide information to clients regarding bank services 
· Resolve discrepancies in accounts 
· Provide account balance information to clients 
· Accept and process loan payments 
· Transfer funds at the request of clients 
· Ensure that the cash drawer is balanced and maintained at all times 
· Endeavour to cross sell bank’s products 
· Open and close checking and savings accounts 
· Perform end of the day recap of money and bank slips 
· Take advantage of sales opportunities to attract new customers 
· Organize and restock workstation with supplies 
· Sell savings bonds and trust products 
· Stamp receipts and verify that the customer is who he or she claims to be 
· Compare signatures, photos and ID to verify customers 
Southdale International School of Science, Arts and Technology
(Formerly Imus Business and Technological College)
Imus, Cavite, Philippnes
Position: Administrative Assistant
April 2005 to May 2008
Duties:
· Sort and distribute incoming mail to areas and staff within the organisation and dispatch outgoing mail 
· Write business letters, reports or office memos using word processing programmes 
· Answer telephone enquiries from customers, attend to visitors and assist other staff in the organisation with their enquiries 
· Operate a range of office machines such as photocopiers, computers and faxes 
· File papers and documents 
· Undertake other duties such as cashiering, banking, credit control or payroll functions 
EDUCATIONAL BACKGROUND
	Tertiary (College)
	Marie-Bernarde College Inc.
	2011

	
	(Formerly Saint Bernadette College of Health and Sciences,
	Inc.)

	
	R&J Bldg. Quirino Highway, Novaliches, Quezon City
	

	Course:
	Bachelor of Science in Nursing
	


	(2 Year) Diploma
	Southdale International School of Science, Arts and Technology
	2005

	
	(Formerly Imus Business and Technological College)
	

	
	NIA Road Carsadang Bago II, Imus, Cavite
	

	Course:
	Information Technology
	

	Secondary
	Gen. Emilio Aguinaldo National High School
	2003

	
	E. Aguinaldo High-way Palico 4 Imus, Cavite
	

	Primary
	Imus Pilot Elementary School
	1999

	
	Nueno Avenue Imus, Cavite
	


TRAININGS/ SEMINARS:
· SMART SELLING (FOR CUSTOMER ADVISOR) 
November 5-6, 2013 Ayala Avenue Makati City 
Security Bank Corporation 
· SIGNATURE VERIFICATION 
July 6, 2013 
Ayala Avenue Makati City 
Security Bank Corporation. 
· TOWARDS MAKING EMPOWERED DECISION 
May 12, 2013 
Ayala Avenue Makati City 
Security Bank Corporation 
· PROFESSIONAL IMAGE ENHANCEMENT PROGRAM 
March 19, 2013 
Ayala Avenue Makati City 
Security Bank Corporation 
· ACCOUNT OPENING DOCUMENTATION BRIEFING 
September 15, 2012 Ayala Avenue Makati City 
Security Bank Corporation 
· MANAGING PERSONAL FINANCES 
August 15, 2012 
Ayala Avenue Makati City 
Security Bank Corporation 
· BUSINESS COMMUNICATION SKILLS 
April 25-26, 2012 
Ayala Avenue Makati City 
Security Bank Corporation 
· BRANCH LABORATORY FOR CSS/CSO- NEW ACCOUNTS (SALES & SERVICE QUALITY) 
October 4-8, 2011 
Ayala Avenue Makati City 
Security Bank Corporation 
· BREAKTHROUGH (8 PRINCIPLES) 
September 1-2, 2011 Ayala Avenue Makati City 
Security Bank Corporation 
· BILLS VERIFICATION & COUNTERFEIT DETECTION 
June 11, 2011 
Ayala Avenue Makati City 
Security Bank Corporation 
· SIGNATURE VERIFICATION & FORGERY DETECTION 
April 2, 2011 
Ayala Avenue Makati City 
Security Bank Corporation 
· BANK ROBBERIES & SECURITY MANAGEMENT 
January 30, 2011 
Ayala Avenue Makati City 
Security Bank Corporation 
· TIME & STRESS MANAGEMENT 
November 25-26, 2010 Ayala Avenue Makati City 
Security Bank Corporation 
· SIGNATURE VERIFICATION 
March 20, 2010 
Ayala Avenue Makati City 
Security Bank Corporation 
· ACCOUNTING FOR NON- ACCOUNTANTS 
February 19, 2010 
Ayala Avenue Makati City 
Security Bank Corporation 
· BRANCH LABORATORY (FOR CSS- TELLERS) 
April 20-24, 2009 
Ayala Avenue Makati City 
Security Bank Corporation 
· BILLS VERIFICATION 
April 17, 2009 
Ayala Avenue Makati City 
Security Bank Corporation 
· SIGNATURE VERIFICATION & FORGERY DETECTION 
April 16, 2009 
Ayala Avenue Makati City 
Security Bank Corporation 
PERSONAL DATA:
Date of Birth:
November 17, 1986
Age:
29
Citizenship:
Filipino
Civil Status:
Married
Height:
5’4
Weight:
132lbs
Language Spoken:
English and Filipino
C E R T I F I C A T I O N
I hereby certify that the above information is true and correct.
JESSICA 

JESSICA


Cv No: 1736496
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