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A self-motivated professional seeking an Administrative or Customer Service position in order to further utilize my skills towards professional growth and development
Qualifications

More than six years of Administrative, Banking, Sales as well as Customer Service experience. A highly motivated person with strong verbal, written and listening skills. Comfortable talking to people and able to negotiate and solve problems efficiently. Has exceptional focus, meticulous and follow-through abilities.
Professional Experience

Singapore 208270 
Senior Admin Executive
June 4, 2014 – February 29, 2016
Maintains workflow by implementing cost reduction and developing reporting procedures 
Creates and revises systems and procedures by analyzing operating practices, record-keeping systems, forms control, office layout, budgetary and personnel requirements 
Resolves administrative problems by coordinating preparation of reports, analyzing data and identifying solutions 
Liaising with operations department for job activation, settles documentation for job activation and directly liaising with client for costing and collection matters 
Calculates and prepares quotation and Profit and Loss 
Provides information by answering questions and requests from various clients 
Provides quotations, issues invoices and purchase orders as requested by clients. Maintains executive contacts and schedule business appointments 
Provides business advice for the Managing Director based on current and projected revenue and expense 
Baccarat International Pte. Ltd. (Marks & Spencer)
176 Orchard Road #02-50 Centrepoint Singapore 238843 global.marksandspencer.com/sg
DID: +65 6833 0399
Sales Executive
May 21, 2013 – April 15, 2014
Ensures excellent customer satisfaction through providing sales advise to customers 
Displays and ensures the replenishment of sufficient stocks on the sales floor along with the correct ticketing to ensure continuous stock availability 
Promotes alternative products through effective usage of store space in order to provide inspiration to customers and encourage purchase in return 
Ensures the tidiness and the cleanliness of the sales floor and merchandising basics are in place at the same time 
Banco De Oro Universal Bank, Inc. (BDO)
7899 Makati Avenue, Makati City 0726, Metro Manila, Philippines www.bdo.com.ph
Junior New Accounts Teller
June 16, 2006 – January 2, 2009
Primarily responsible for receiving clients’ cash and check deposits as well as other negotiable instruments in Philippine Peso, US dollar and other third currencies. Responsible for ensuring the authenticity of cash and check deposits from clients through counterfeit detection and ensuring the negotiability of the checks 
Ensured the validity of the signature in every withdrawal or encashment transactions, taking into consideration the nature and type of every account 
Received remittance inquiries and performs remittance pay-out to clients. 
Processed inward and outward telegraphic transfers for personal and corporate clients whether in Philippine Peso, US Dollar or Third Currency denominated transactions. Utmost prudence is needed in handling telegraphic transfer transactions since this is covered by the Anti-Money Laundering Law 
Collected fees from clients for check book reorder, Deposit balance Bank Certifications, and Bank Statement requests 
Responsible for the sale of US dollar negotiable instruments such as Demand Drafts as well as the encashment and issuance of US-dollar denominated Traveler’s Checks both for personal and corporate clients 
Performed foreign currency (US Dollars) exchanges (forex buying and selling) for customers. This service also includes the verification of the authenticity of the respective notes. 
Accommodates prospective clients in their various inquiries which ranges from basic matters such as account openings and interest rates to more long term investment plans such as Trust products and Insurance policies 
Assisted in another branch’s operations after the merger of Banco de Oro and Equitable PCI Bank by ensuring BDO’s operational policies are implemented, from acceptance of deposit and withdrawals to account opening and roll-over of placements (investments). 
Convergys Corporation
Northgate Cyberzone, Alabang, Muntinlupa City, Metro Manila
www.convergys.com
DID: +63-2-916-5670
Inbound Customer Service Specialist
August 24, 2005 – April 21, 2006
(Under the Sprint Nextel Telecommunications Program)
Working on varying shifts and receiving calls form the US regarding customers’ enquiries on their phone’s monthly statement of account 
Diligence is important since calls mainly consist of complaints from existing customers 
Assist customers on activating their hand phones by giving detailed instructions over the phone Must be quick-minded in order to offer customers solutions tailored to their hand phone needs Perform basic troubleshooting for the customers hardware and software problems 
Required to cross sell after every call received to introduce customers to ongoing promotions 
Expected to handle each call with utmost professionalism and tact despite customers’ irate behavior. 
Patience and discernment is expected from a Call Center professional. 
Trainings and Seminars attended

Counterfeit Detection Currency Redemption Seminar
Banco De Oro Universal Bank, Inc.- June 17, 2006
Signature Verification Course
Banco De Oro Universal Bank, Inc.- October 2,2006
Anti-Money Laundering Law Seminar
Banco De Oro Universal Bank, Inc. – 2006
Education

University of St. La Salle, Bacolod City, Negros Occidental, Philippines (www.usls.edu.ph)
Bachelor of Science in Applied Economics, 2002-2005
Pamantasan ng Lungsod ng Maynila (PLM), City of Manila, Metro Manila, Philippines
Bachelor of Science in Business Administration Major in Economics, 1999-2001
Awards and Achievements

Smart Frontliner Awardee
Banco De Oro Universal Bank, Inc.
Bacolod-Gatuslao Branch
July 2008
Academic Excellence Awardee
University of St. La Salle – Bacolod City
1st Semester 2002/2003 with Grade Point Average (GPA) of 1.78
1st Semester 2003/2004 with Grade Point Average (GPA) of 1.43
2nd Semester 2003/2004 with Grade Point Average (GPA) of 1.80
Club President
Philippine Council of Economics Students (PhilCES)
USLS-B Chapter
University of St. La Salle – Bacolod City
2004-2005
Leadership Awardee
University of St. La Salle – Bacolod City
2005
Best Thesis
Applied Economics Department
University of St. La Salle – Bacolod City
Entitled- “From Tillers to Landowners: A Situationer of CARP
Beneficiaries in Negros Occidental, 1988-2004”
2005
Club Treasurer
Philippine Council of Economics Students (PhilCES)
USLS-B Chapter
University of St. La Salle – Bacolod City
2003-2004
Honor Student
Saint Louis Anne Colleges
Secondary Education
San Pedro, Laguna, Philippines
1995-1999
Valedictorian
Sampaguita Village Elementary School
Primary Education
San Pedro, Laguna, Philippines
1995
Personal Profile

	Birthdate:
	November 4, 1982

	Birthplace:
	Bacolod City, Negros Occidental, Philippines

	Age:
	33

	Civil Status:
	Married

	Height:
	159 cm

	Weight:
	48 kg

	Languages:
	English, Filipino

	Skills:
	Proficient in Research, Possess good communication skills, Computer literate (MS

	
	Office, Lotus Notes, AS400)
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