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Julie.349623@2freemail.com    


	



POSITION APPLIED FOR:  Accounts/Accounts Assistant, Admin, Customer Service, Bank Teller.
  OBJECTIVE 

To attain a responsible role in quality oriented organization, using strong leadership and communicational skills to develop the business, ensures superiority service to customers and provides innovative solutions, accomplishes the challenge and establishes company success.     
  QUALIFICATIONS / STRENGTHS
· Having 5 years experiences in Customer Service.

· Honest, Dedicated, Loyal, Friendly, polite, hard working, effective communicator and can take independent responsibilities, committed to the job assigned and can work under pressure.

· Good communication skills
· Ability to quick learning and implementing learned knowledge in desired applications

· A good listener 

· A creative thinker 

· Flexible with quick reactions
· Can resolve issues within Turn Around Time
  WORK EXPERIENCE
Period:       December 2014- February 2016

Position:    Portfolio Analyst
Company:   Infinit-O Manila (AQR Capital Management)

RESPONSIBILITIES:

· Handles daily cash and position reconciliation with various custodians on managed accounts and mutual funds.

· Research and resolve discrepancies in a timely manner.

· Periodic preparation and approval of financial statements including performances reports.

· Monitor and validate transactional activities on security level and fund level.

· Maintain high knowledge and awareness on valuation of equities, bonds, forex, derivatives and futures.

· Conduct analysis and prepare reports for portfolio/fund performance on a monthly, quarterly and annual basis.

· Involve in the preparation of custodian reports including Net Assets, Market Value, Holdings and Performance.

Period:        December 2012- December 2013

Position:     Health Claims Adjudicator

Company:   Manulife Business Process Services

RESPOSIBILITIES:

· Processing of Health Claims from Canadian Department.

· Ensure fast and reliable service within turn-around time.

· Provide complete and accurate information about the client’s coverage plan.

· Any Task given by supervisor.

Period:            October 2006 – December 2009

Position:          Junior New Accounts Teller

Company:        Banco de Oro Universal Bank

RESPONSIBILITIES:

· Handles cash.

· Handles foreign exchange transactions.

· Handles account opening, bills payment transactions.

· Assigned in monitoring and loading of ATM’s.

· Dealing in all types of clients and handles bank transactions.

· Responsible in cash balancing and counterfeit detections.

· Receive calls from client re: inquiries on client balances and other inquiry.

· Assist the walk in clients regarding inquiries about products and services of the company.

· Relays customer comments, suggestion and problem to management of improvement.

· Promotes other products and services of the company.

· Informs client for sudden changes in their accounts.

· Any tasks given by the superior.

  EDUCATIONAL BACKGROUND
COLLEGE:                                                                   YEAR  GRADUATED:

Far Eastern University




2006

Metro Manila, Philippines

       COURSE: Bachelor of Science in Commerce Major in Banking & Finance
SECONDARY:

Sacred Heart Academy of Novaliches


2002

Novaliches, Quezon City Philippines
  Personal Profile
Birth Date.
:
26th August 1985
Marital Status



: 
Married
Languages Known
:
English & Tagalog
Visa Status                                        :         Visit Visa


