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BERGANTE
DUBAI UAE


OBJECTIVE: To actively participate as a team member for improvement in the profitability and growth of the company.

SUMMARY OF QUALIFICATIONS:

· Diversified result-oriented experience in sales processing and customer services.
· Engaged in planning, developing, and implementing operational program.

· Computer-literate

· Capable of working independently or as a part of a team.

WORK EXPERIENCE

March 18, 2013 – January 28, 2016
Treasury Officer
Department Store

· Responsible for assisting the treasury manager in the overall supervision of the personnel assigned in his/her section.
· Assists in the counseling and motivating of employees in order to maintain high morale and discipline
· Initiates necessary disciplinary actions on erring subordinates.
· Checks the daily cash tally sheets, collects reports, and ascertains that the counting, sorting, depositing, and reposting of cash collections are performed accurately by her group. 
· Maintains proper recording of bank documents.
· Is systematic – maintains the orderliness of the work area.
· Contributes in the implementation of safety and security control measures in relation to corporate security standards.
· Coordinates with the Treasury Head Office (HO) on the daily buying/selling rates and other pertinent instructions.
· Supervises the exchange operations at the selling area.
· Sorts, classifies, and safe keeps the different currency turnovers by the treasury assistants.
· Prepares all corresponding documents and makes sale of foreign currencies to the bank. 
· Acts as the custodian of the working change fund and other funds which will be assigned by the Branch Manager. 
October 25, 2007 – October 29, 2012
FCY-Cashier
Al Ansari Exchange - UAE

· Demonstrates leadership skills by extending timely support, guidance, and advice to subordinates.
· Builds team spirit among subordinates to achieve maximum turnovers and targeted profitability.
· Has proper training in money counterfeit detection provided by the company.
· Performs foreign currency exchange and monitors daily ongoing market currency rate. 
· Handles cash and performs end-day balancing.
· Processes telegraphic transfer, demands draft and Western Union inward and outward remittances. Verify day-to-day transactions.
· Attends to customer queries. 
· Able to do follow-up for any pending transactions.
July 2005 – August 13, 2007
Bank Teller
Banco De Oro Universal Bank
SM Corporate Offices Branch
Pasay City, Philippines

· Responsible for cash and cheque transactions pertaining to deposits and withdrawals.

· Generates files and safe keeps all reports.

· Performs end-day balancing.

· Practices cross-selling of bank products.

· Performs foreign exchange transactions and bill payments.

· Performs ATM loading.

EDUCATION
Business Administration – Major in Marketing
Philippine Christian University
Taft Avenue, Manila
Year Graduated: March 2005

PERSONAL BACKGROUND

Birthdate: 
January 31, 1985
Age:

31
Sex:

Female
Status:

Single
Religion:
Roman Catholic

Visa Status:      Visit Visa until Aug 4,2016
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