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Jehanne, MICB




Email: jehanne.347115@2freemail.com 
Objective

  To secure a position with a well establish organization where I can effectively utilize my expertise in bookkeeping and banking that will lead to a lasting relationship in the field of finance.
Summary of Qualifications
-Extensive experience working in a local and international commercial bank.
-Attended Registered Cost Accountant Program at National Institute of Accounting Technician

-Attended Certified Bookkeeper Program at National Institute of Accounting Technicians 
-Customer oriented with excellent interpersonal and communication skills. Provides superior and quality customer service.

-Hardworking, energetic, and reliable; recognized for assuming additional responsibilities.

-Analytical with data processing experience. Provides accurate transaction processing.
-Knowledge on basic Foreign languages. (Mandarin and Nihongo)

Work Experience
The Bank of Tokyo -Mitsubishi UFJ Ltd Manila                  Aug 22, 2013-December 10,2015

Operations Staff level 2

-Ensures that all transactions are properly documented and processed according to the Bank’s standard operating procedures as well as the requirements of regulatory agencies.

-Ensures proper safekeeping of cash based on approved limits.

-Ensures proper handling of counter (cash and check) transactions based on approved authority.

-Checker of counter transactions based on approved authority.

-Prepares required certifications such as Bank Certificates and Auditor’s Confirmation as requested by customers as well as those required by regulatory agencies.

-Ensures proper recording of transactions to the Bank’s data systems.

-Performs other tasks that supervising officer may assign from time to time

Wells Fargo Philippines Solutions                                                           June 10-Aug 5, 2013

Consumer Care-Phone Banker 1
-Spends nearly 100% of time on the phone answering questions for Wells Fargo customers.

-Handle the services concerning customers of money management institutions.

-Work with customers over the phone, but find solutions through bank computer software applications as well.

-Cross-sells bank services and products for Wells Fargo partners.

Metropolitan Bank and Trust Company (MetroBank)
                      April 2009-April 2013

Customer Service Representative- Senior Teller/Clearing
-Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers, calculators, or adding machines.

-Check the accuracy of the deposit slip before accepting the deposits in the form of cash or check. 

-Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.

-Examine checks for endorsements and to verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents.

-Explain the foreign currency regulations and fees before carrying out foreign currency exchanges.

-Receive and verify the payments of loans or any utility bills. 

-Perform clerical tasks such as typing, filing, and microfilm photography.

-Encode and transmitting the outward checks for the day. 

-Record the transactions accurately, promptly and in a standardized format. 

-Explain and promote bank’s products or services; consistently cross-sells bank products
at every opportunity. 

Bangko Sentral ng Pilipinas, A Mabini St., Malate Manila
           Nov. 2008-Jan. 2009

Project Development and Management Office-Accounting Section             

Student Intern

-Assisted accounting specialist in verifying the accuracy of invoices and other accounting documents or records.

-Compile data and prepare a variety of reports.

-Assisted in updating and encoding records in MS Excel detailing financial business transactions. (e.g., disbursements, expense vouchers, receipts, accounts payable).  

Educational Background
Colegio de San Juan de Letran 


                             June 2005 - March 2009
151 Muralla St., Intramuros, Manila

Bachelor of Science in Business Administration                  

Major: Financial Management

Academic Awards
Participant: 10th Inter-Collegiate Finance Competition



September 19, 2008- UP Theater- Diliman, Quezon City

2nd place: Departmental examination on Income Taxation

2nd place: Finance Quiz bee

Achievements

 Member of Institute of Certified Bookkeepers title holder

 The Institute of Certified Bookkeepers UK

 Member Number: 418414                      

 Member Since: October 2016

Thesis:  “The Effects of Capital Expenditures of Light Rail Transit Authority to its Financial Performance”

Paper Assessment: 89%

Individual Assessment: 91%

Seminars/Trainings
 -33rd Registered Cost Accountant Program

  February 4,11 & 18, 2017

  National Institute of Accounting Technicians

  5th floor Philippine Stock Exchange Bldg., Tektite road, Ortigas, Philippines

 -33rd Certified Bookkeeper Program

  April 16, 23 & 30, 2016

  National Institute of Accounting Technicians

  5th floor Philippine Stock Exchange Bldg., Tektite road, Ortigas, Philippines 
 -Deposits Training

  March 31, 2015

  The Bank of Tokyo-Mitsubishi UFJ, Ltd

 -Counterfeit Detection Seminar

  February 15, 2014

  15th Floor, 6788 Ayala Avenue, Makati City, Philippines

 -Signature Verification and Forgery Detection Workshop

  February 01, 2014

  15th Floor, 6788 Ayala Avenue, Makati City

