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Email address: airaelaine.350532@2freemail.com 
	Objective


To secure a position that will give me the opportunity to apply the knowledge that I have gained and skills that I have developed from years of hard study.
	Educational Background


Bachelor of Science in Business Administration Major in Financial Management 

De La Salle Lipa, Lipa City, Batangas, Philippines
June 2010 – April 2014

	Work Experience
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16 December 2014- 28 February 2017
BDO Unibank, Inc.

Batangas- Sto Tomas Branch, Philippines
Client Service Associate

· Perform high counter teller roles including cash and check deposit, withdrawal, encashment and end of day balancing.

· Assigned as marketing assistant, responsible for account opening, time deposit placements and renewal, Bank Certification Issuance and other marketing documents filing.

· Perform specialized tasks such as preparing Manager’s check, personal money order and exchange foreign currency.
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Assigned as ATM loading teller, responsible for loading and unloading of ATM machines.

24 June 2014 - December 2014
Phil-Nurian Garment Inc.

San Vicente, Sto. Tomas Batangas, Philippines
Accounting Staff 
· Assist in processing payroll
· Petty cash custodian
· Account, monitor and prepares the daily cash position reports.
· Handles and monitors payments to various suppliers.
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11 November 2013- 06 February 2014
UCPB General Insurance Co., Inc.
Makati, Philippines
On-the-Job Trainee - Broker Servicing Department
· Generate the requested policies by different brokers.

· Update brokers to renew their expired policies.
· Check emails for new availment policies such as fire, motor, non-life etc.
	Skills


· Proficient in Microsoft Office Word, Excel, PowerPoint

· Basic knowledge in SAP (System Application of Products)​​

· Basic knowledge in QuickBooks

· Knowledgeable in financial techniques

· Proficient skills on Teamwork/Collaboration

· Hardworking, trustworthy and enthusiastic

· Eager to acquire new knowledge and ideas

· Organized and highly motivated to work related goals and objectives.
	Seminars Attended


· Counterfeit Detection and Signature Verification
· Standardized UITF Training/ Certification
· Grand Finance Convention (Organizer): “Invest Local. Aim Global: Be Better. Be Bolder. Be a Risk Taker.” 

· Lecture Series: Seminar in Controllership-Part 1,2,3 

· Seminar in Treasury Management: Investment Management -July 25, 2013,  Foreign Exchange (FOREX) Risk Management & Asset-Liability Management - September 20, 2013 

· 1st Philippine Junior Finance & Investment Summit 
· National Finance Summit: Invest In Your Future 
· Finance Lecture Series “Risk and Return: Exploring Opportunities and Challenges in Globally Competitive Era”

	Personal Background


Date of Birth

:
03 November 1993

Place of Birth

:
Batangas, Philippines

Status


:
Single
Citizenship

:
Filipino

Religion

:
Roman Catholic

Height


:
5’6” ft

Visa Status

: 
Visit Visa (Can join immediately)
Character Reference  

· Available upon request
