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joanna marie v. encarnacion

Core Competencies:

· Result Oriented

· Excellent Communication skills

· Responsible and self-motivated with positive attitude

· Strong organizational and time management skills

Career Objective:

To obtain position where I can utilize my knowledge and skills enabling me to contribute to the organization which hopefully will lead to greater career development in any related field in the future. 

professional experience:

Customer Service Associate (New Accounts Clerk) cum Administration Assistant 







July 16, 2013 – December 2016
· Mainly responsible for opening of accounts such as savings, current and time deposit.
· Responsible for the accurate, courteous, efficient and timely processing and servicing of client’s banking transactions over the counter and/or banking/deposit related handling under arrangements for the mutual interest of the bank.

· Process telegraphic transfer and foreign currency conversion.

· Preparing and issuing credit and debit memos to clients.

· Issuance of miscellaneous receipts and disbursements.

· Recording, organizing and filing important bank correspondence.

· Submitting timely statutory reports.

· Vault custodian – responsible for balancing of  cash  and accountable forms
educational:

Tertiary
 Education




Bachelor in Banking and Finance








Polytechnic University of the Philippines








Sta.Mesa, Manila








2009-2013

Secondary Education




La Immaculada Concepcion School








Malinao, Pasig City








2005-2009
Primary Education




La Immaculada Concepcion School








Malinao, Pasig City







1999-2005
Skills and training: 

· Excellent customer service skills, attentiveness, information retention and diplomacy in dealing with both customers and employees. 

· Computer (knowledge in Windows-based software application, MS Office and internet application

· Has good planning and organizational skills (in establishing work priorities; communication skills; technical competent to analyze issues and conceptualize solutions. 
· Proficient in oral and written communication

government examination passed: 

Civil Service Examination (Professional)


October 21, 2012
Note:  Character References and Training / Seminars attended to be furnished when needed
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