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JENNY 
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Marketing Assistant with more than 3 years of experience in Banking Industry. Trained to focus, be self-motivated but equally open to continuous learning, very capable in setting effective priorities and implementing them to achieve goals. Willingly exerts a ‘best effort’ approach within a professionally managed organization, while expanding upon my knowledge and skills to perform extra ordinarily well.

Educational Attainment:

· Bachelor of Science in Business Administration Major in Accounting

Holy Angel University - Sto. Rosario St., Angeles City, Pampanga, Philippines

2008 – 2012 

· High School Diploma

Holy Angel University - Sto. Rosario St., Angeles City, Pampanga, Philippines

2004 – 2008

Work Experiences:

Marketing Assistant

May 2016 – Present

· Receives loan renewal processing documents.

· Conducts CIBI existing Micro Finance borrowers whenever necessary.

· Prepares and check cash flow of existing borrowers.

· Conducts daily review of collection efficiency.

Loan Operations Associate

July 2015 – April 2016

· Processes all transactions involving loans in compliance with the banking procedures.

· Review loan source documents for accuracy, completeness, and discrepancies.

· Maintains record of transactions according to set of standards.

· Creates and monitors all necessary loan reports – daily, weekly, and monthly.

Sales Associate (New Accounts)

January 2015 – June 2015

· Handles all account related services. From account opening and maintenance of bank products, client information updates, monitoring of all related documents and end of day reports, and processing of placements.

· Attends to all client requests, inquiries or concerns while ensuring fulfillment of the bank policies and procedures.

Service Associate (Teller)

October 2012 – December 2014

· Handles all over-the-counter transactions according to set standards.

· Attends to client requests, inquiries and concerns.

· Performs end of day closing activities in terms of cash drawer balances and necessary reports.

· Executes all assigned tasks in compliance with the bank policies and procedures.

Skills and Qualifications:

· Computer Literate and Knowledgeable in Microsoft Office (Excel, Word, PowerPoint).

· Conversant with Bank’s Policies and Procedures in terms of CASA and Micro Loans Transactions.

· Flexible and can adapt various work conditions with sense of responsibility.

· Resourceful and diligent in delivering assigned tasks.

· Creative and enthusiastic in exploring ideas and can work in minimum supervision.

Seminars Attended:

· Values Clarification Workshop – February 07, 2015

· Signature Identification and Fraud Detection Workshop – October 11, 2014

· Counterfeit Money Detection – October 04, 2014
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