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MARIA













                                             
E-mail Address     :
MARIA.322346@2freemail.com 
CAREER SUMMARY
· Highly focused and dedicated with exceptional financial skills and strong client satisfaction record.
· Able to handle a high volume of customer calls in a fast-paced environment, with minimum supervision, while maintaining emphasis on the highest quality of consumer service. 
· Excellent problem solving and negotiating skills. Able to make decisions independently and quickly with minimal escalations.
· An experienced and well maintained professional having an ample amount of knowledge in the field of banking and finance.
· Having a proven record of contributing to the profitability of employer by generating income and revenue growth.
WORKING EXPERIENCE

Feb 02, 2016 – Nov 16, 2016
Company: Al Ansari Exchange LLC





(Al Ansari Business Center, Al Barsha 1, Dubai, UAE)


Position: Executive Customer Service (Back Office and Front Office)
· Attending queries of customers and branch staffs.
· Processes amendment/cancellation of transactions of the customers.
· Coordinating with the correspondent banks through emails and calls.

· Preparing new accounts to be submitted to respective banks.

· Promotes Al Ansari products and services.
Position: Executive - Admin Operations
· Encoding of weekly schedules, over-time and under-time for all sections of Operations Department.
· Handling HR appointments and training/seminar attendees for front office and back office staffs.
· Attending queries/requests of staffs including Area Managers regarding HR concerns.
· Monitoring passport releases and attendance for back office staffs.

· Responsible in checking if all the staffs are adhering with the company policies.
· Other duties and responsibilities assigned by the Assistant General Manager/Head of Operations.

June 16, 2012 – Oct 12, 2015
Company:  Rizal Commercial Banking Corporation (RCBC)
(Imus Cavite Branch - Esguerra Bldg., Aguinaldo Hi-way, Imus         Cavite, PH)

Position:  Personal Banker / Customer Relationship Officer / New Accounts
· Receives, processes, and approves requests for account opening. Assigns and updates Customer Information File (CIF).

· As designated, acts as custodian/co-custodian of keys and combinations. Prepares reviews and monitors Cash for ATM loading, SDB contracts and annual fees.
· Processes placements, maturities and termination of time deposits. Validates and determines daily maturities of various placements for peso and FCDU, including Time Deposits and Savings Accounts. Monitors interests and placements of clients.
· Attends to customer queries (i.e. account opening, product features, minimum balance requirement, pricing, service charges, balance inquiries).

· Conducts after sales service to existing accountholders.

· Promotes RCBC products and services to existing and prospective clients.

· Uploads and processes customers’ payroll.
· Performs annual review of corporate papers.

· Processes Teleremit or over-the-counter remittances and provides assistance therein in cases of discrepancies.

· Performs reconciliation for all newly created and modified Customer Records against Audit Trails generated by the system.
· Processes checkbook requisitions. Releases checkbooks and bank statements of clients.

· Acts as co-custodians of Numbered Items and Working supplies of the branch.

· Performs PDC warehousing. Receives/reviews Postdated Checks held for safekeeping.

· Prepares acknowledgement copies for clients with returned check and informs concerned clients/ of returned checks.

· Handles scanning of signature cards.
· Prepares daily and weekly reports such as Requests for CI/BI & Customer Acquisition. 

· Conducts customer profiling.

· Handles embossing of names on ATM cards.

· Acts as a competent reliever to the Business Center’s SCRO in response to critical situations.

Feb 15, 2010 – June 7, 2012 
Company: Robinsons Bank Corporation


(17F Galleria Corporate Center, EDSA Cor., Ortigas Ave., Quezon City, Ph)

Position: Documentation Assistant

· Prepare/review documentation in accordance with Bank policies and procedures.
· Obtain all necessary documentation along with appropriate fees.
· Analyzes the underwriting summary findings and verifies messages and approval conditions.

· Responsible for all collaterals that are kept in the vault, the release of collaterals of fully paid accounts, the preparation of various certificates (Certificate of Full Payment, Certificate of Encumbrance, etc.)
· Input data in the origination system to prepare loan documents.

· Process all paperwork for new renewal loans, including creating new customer information files, creating new loan files.
· Obtain information needed for loan approval such as credit bureau reports, title insurance commitments, and appraisals.

April 13, 2009 – Feb 12, 2010
    Company:Metropolitan Bank and Trust Company (Metrobank)




    (7F Metrobank Plaza, Gil Puyat Ave.,Makati City, Ph)
Position: Administrative Assistant - Special Accounts Management Group
· Received calls/legal documents from clients and other bank units.

· Handled the clearances of bank clients.

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.

· Open, sort and distribute incoming correspondence.

· Perform data entry and scan documents.

· Prepares meeting materials and assists with the development of PowerPoint presentations.

· Responsible for keeping inventory of all office supplies and placing orders for replenishment if needed.

OFFICE INTERNSHIP

March – May 2008
Company: Land Bank of the Philippines



(P. Burgos Corner, Ronquillo St. Sta Cruz, Cavite City, Philippines)
EDUCATIONAL BACKGROUND

2005 – 2009

School: San Sebastian College-Recoletos de Cavite, Inc.



Course: Bachelor of Science in Business Administration





Major in Banking and Finance

· Dean’s List

· Provincial Scholar

· Outstanding Student in Religious Education
· St. Ezekiel Moreno Award

PERSONAL DATA
Date of Birth

:  August 21, 1987
Place of Birth

:  Palanan, Isabela, Philippines
Age


:  29 years old

Civil Status

:  Single
