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ADRIAN

Adrian.346914@2freemail.com
I. CAREER SUMMARY
· Over 2 years of experience in Banking Finance Company, as Customer Service Associate (Teller) with a strong background in Marketing & Loan Processing, excellent interpersonal skills and the ability to communicate effectively.
· Experienced of 1 year as Customer Service and Cashier with a strong background in assisting customers, satisfy their needs and give them a good customer service in a friendly manner.

· With great customer service skills, excellent communication and negotiation skills, good presentation and organization, computer proficiency, flexibility, punctuality and a passion for the retail, sales industry.
II. EDUCATION:
Field of Study
: Bachelor of Science in Nursing 

University

: Panpacific University North Philippines 

Location

: McArthur Highway, Urdaneta City, Pangasinan 

Graduation Date
: March 22, 2013
III. WORK EXPERIENCE:

· Corfarm Bank, (May 2013-September 2015)
· Functional Title: Customer Service Associate (Teller) / DPU Teller
· Duties and Responsibilities:
· Opens customer accounts by recording account information.

· Maintains customer records by updating account information
· Receive Cash from Cashier before start of Banking Hour.
· Receive Cash Deposit, Check Deposit, Payment of Loan, and other Payments.
· Validates Deposit Slip and Issues OR for payment of Loan and other Payments.
· Disburse of Cash Withdrawal, Loan Release, Encashment, Cash Advance, and Encashment of Cashier’s Check.
· Handle complaints, provide appropriate solutions and alternatives within the time limits and follow up to ensure resolution
· Prepare Proof of Sheets based on the Transaction of the day.
· Ensure that cash/check are counted /verified and that technicalities are reviewed and checked prior to posting and validation.

· Ensure that transaction media are checked and reviewed to avoid misposting.
· Transfer/Return Cash to Cashier at the end of the Banking day.
· Attracts potential customers by answering product and service questions; suggesting information about other products and services.
· Attends to inquiries of walk-in prospective clients

· Magic Appliance Center, (October 2015-December 2016)
· Functional Title: Customer Service cum Cashier
· Duties and Responsibilities:
· Greeting customers who enter the shop.
· Receive Payment by cash, cheque, credit cards, vouchers, or automatic debits.

· Issue receipt, refunds, credits, or change due to customer

· Count money in cash drawers at the beginning of shifts to ensure the amounts are correct and that there is adequate change
· Be involved in stock control and management.

· Assisting shoppers to find the goods and products they are looking for.

· Being responsible for processing cash and card payments.

· Stocking shelves with merchandise.

· Answering queries from customers.

· Reporting discrepancies and problems to the supervisor.

· Giving advice and guidance on product selection to customers.

· Balancing cash registers with receipts.

· Dealing with customer refunds.

· Keeping the store tidy and clean

· Responsible dealing with customer complaints.

· Working within established guidelines, particularly with brands.

· Attaching price tags to merchandise on the shop floor.

· Responsible for security within the store and being on the lookout for shoplifters and fraudulent credit cards etc.

· Receiving and storing the delivery of large amounts of stock

· Keeping up to date with special promotions and putting up displays.

· Achieving sales target.

· Attains to client needs quickly and deliver quality of service.

· Perform all other functions assigned from time to time.

· Explain each products function.

· Provide up selling to achieve sales target

· Give customers satisfaction by giving the best product.

· Promotes promos and others company services.

IV. SKILLS:

1. Friendly and engaging personality.

2. Comfortable working with members of the public.

3. Have a confident manner.

4. Helpful and polite.

5. Having a comprehensive understanding in area of sales.

6. Able to work as part of a sales team.

7. Knowledge of inventory techniques.

8. Smart appearance and articulate.

9. Flexible and energetic

10. Self directed with good attention to details.

11. Highly motivated and goal oriented.

12. Dedicated and hardworking

13. Open-minded and able to learn new skills quickly.

14. Service oriented, with initiative, responsible and patient. 

15. Personable relates well with people.
V. PERSONAL DATA:

Age



:

26 years old


Birth Place


:

Philippines

Religion


:

Roman Catholic


Nationality


:

Filipino


Civil Status


:

Single


Height



:

5 feet and 7 inches


Weight



:

67 kilograms

VI. CHARACTER REFERENCE:
Upon Request
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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