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Maria
Maria.312469@2freemail.com 

Objective
· To pursue my career in a bank/financial institution and by working in an established organization where I get an opportunity to sharpen my accounting skills and acquired further knowledge in the field of banking in order to contribute to the company’s continued success. 
Career Summary
· More than twelve (12) years of working experience in banking domain in two different groups as Senior BRU(Branch Remittance Unit) Assistant cum Processor & Funding Assistant 5/TELLER. Monitor transaction banking, processing of different bank products and provides revenue reports regularly. Service corporate clients’ requests, answers bank products queries, perform accurate processing of daily remittance transactions and responsible for ensuring that all corporate clients were satisfied with banks services. 
· A goal oriented, accurate and with extensive professional experience banking industry. Has the ability to persist with tasks until an objective is achieved; willingness to accept a high level of personal responsibility for the satisfactory completion of tasks and its outcomes. Sets deadlines and completes work accordingly; has Substantial experience and outstanding skills in customer service and was trained in handling client complaints and assures meeting their needs that would lead to client’s satisfactions. Has a strong team working and multi-tasking skills. Bears a strong inner impulse to seek new challenge.
WORK EXPERIENCE
AL FARDAN EXCHANGE 

November 22, 2014 – Present
FLOOR SUPERVISOR/CUSTOMER SERVICE ASSISTANT
Duties and Responsibilities:

· Greet customer warmly and ascertain problem or reason for calling.
· Deal directly with customers either by telephone, electronically or face to face.
· Handles customer inquiry and assistance about company’s product and services.
· Resolve product or service problems by clarifying customer’s complaint; determining the cause of problem; selecting and explaining the best solution to solve problem; expediting correction or adjustment and following up to ensure resolution.
· Attracts potential customers by answering product and service question; suggesting information about other products and services.
· Keep records of customer interaction and transaction.
· Obtain and evaluate all relevant information to handle product and service inquiries.
· Prepare and arrange report for the day for accounts department.
BANCO DE ORO UNIVERSAL BANK
October 2001 – August 2014
TELLER/REMITTANCE PROCESSOR/OFFICE CLERK/CUSTOMER SERVICE

Duties and Responsibilities:

· Responsible in overall processing of teller transactions for TBG Remittance. We are in-charge in the timely implementations of duly approves debit / credit advise, recon settlements, transfer of funds and other special instructions across all units from Remittance.

· Responsible in processing International, Local remittances from SWIFT and ensure that all transaction was accurately encoded and posted to NRS-IBU for crediting within the day.

· Initiate changes as per instruction via email such as amendment or cancellation from EST.

· Coordinates and in-charge in replenishment transfer of funds and other special instruction from the Marketing Development Officer.

· Check authenticity and completeness of funding documents coming from inward remittance, market development officer and operation unit.

· Coordinate and Advise Marketing Development Officer\other unit for insufficiency of funds to avoid delay in processing.

· Ensure trading orders of correspondent bank (without FX line) are supported with swift MT103/202/910 before crediting their respective unit.

· Ensure credit to correspondent/remittance tie up account for trading orders received from treasury were according to value of those FX lines.

· Ensure debit/credit advice are approved in accordance with the level of authority.

· Update & Prepare Arabic Summary Report for the replenishment for Arabic transactions; Report total amount of Arabic peso transaction to remittance office for replenishment.

· Ensure to perform end of day balancing and difference on tellers till must be duly accounted before closing. 

ROBINSON INCORPORATED
June 2000 – August 2001
EXECUTIVE SECRETARY TO AVP/ADMIN ASSISTANT/OFFICE CLERK
Duties and Responsibilities:

· Provide office support services in order to ensure efficiency and effectiveness within the office activities.

· Receive, direct and relay telephone messages and fax messages.

· Direct the general public to the appropriate staff member.

· Maintain the general filing system and file all correspondence.

· Assist in the planning and preparation of meetings, conferences and conference telephone calls.

· Maintain an adequate inventory of office supplies; Prepare petty cash voucher / cash advances.

· Provide word-processing and secretarial support such as confidential documents.

· Collate and distribute company’s pre-requisite documents to concerned department and Robinsons branches.
EDUCATION

St. Joseph College
Quezon City, Philippines

Bachelor of Science Degree in Commerce Major in Management
Graduated year 2000
SEMINARS AND TRAINING

· ICBS for New Users Training
· Anti - Money Laundering Seminar
· Signature Verification Seminar

· Service Excellence Training

COMPUTER AND TECHNICAL SKILLS

· Hands on Experience in AS/400 under ICBS Application
· Alliant Branch Teller System

· Bills Payment Electronic System

· MS OFFICE 97, 2000 – MS Outlook, MS Word, MS Excel
· Microsoft Windows 98, XP
PERSONAL PROFILE

· Delivers results on target, with efficient processing, increased productivity, data integrity, and customer satisfaction.

· Dedicated, proactive and highly motivated; quickly study who takes ownership of projects.

· Well-structured and comfortable functioning in a virtual environment, both independently and in a team.

· Self-disciplined with attention to detail; able to prioritize and handle multiple responsibilities. 
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