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ANGELITA 

ANGELITA.350620@2freemail.com    

WORK EXPERIENCE

LAGUNA PRESTIGE BANK                 15 April 2013 – 15 November 2016

Laguna, Philippines                      


                      

Loan Evaluator/Processor:
 -Perform administrative functions such as preparation of correspondence and 
  

   memorandum, Minutes of Meeting, receiving  telephone calls, managing mails, 
   filing, photo copying, maintaining inventory and acquisition of office supplies    

   needed by the Department , report effective equipment to Technical Department  

 for 
immediate repair. 

-Establish good and strong relationship with bank’s clients. Offering friendly bank service to them.

-Efficiently supervise implementation of bank’s policies on loan documentation for all branches helping  the Credit Committee comes up with judicious decisions regarding approval of loan applications.

-Help higher management in their decision making by providing them timely and accurate reports.

-Create a reliable and orderly access system of credit files and collateral documents maintained in the  Department. 

MAYBANK PHILS., INC.




   
     6 May 2002 – 13 August 2003

Manila, Philippines




                          

Credit Assistant:

-Diligently monitor maturing loan accounts in satellite branches thus help lessen 

 if not totally avoided big figures of past due and ever green accounts.
 -Ensure customer relationship is at par, by giving them a timely reminder of their  

  loan maturity and by giving them advise for a mutual beneficial result to     

  client/s and the bank.

       -Provide higher management with timely and concise monthly reports.
PHILIPPINE NATIONAL BANK 

           16 March 1995 - 30 June 2001

Makati City, Philippines






                          

Loans and Credit Evaluator II

-Dynamic execution of daily transactions like loan releases, loan renewal and loan payments. 

-Support the Credit Department on its collection effort by preparing timely and accurate Billing Statements, sending collection/reminder letters, doing follow-up calls and scheduling client visit.

-Perform accounting functions like posting of daily transactions to Loan Subsidiary Ledger, preparing reports on Accounts Payable/Accounts Receivable, balancing daily end balance of Subsidiary Ledger with General Ledger and do adjusting entries if necessary.

EDUCATION

Bachelor Degree in Computer Science (BSCS)

Pamantasan ng Lungsod ng Maynila (PLM), 1988-1992

Manila, Philippines

SKILLS

- Strong computer application skill

- Numerical and typing skill

- Very good English skill

- Dynamic, sociable and ability to adapt on all working conditions

- Ability to perform work on a very high standard

-A very organized and responsible person and  can work under pressure

OTHER INFORMATION

-Visit Visa valid until May 19,2017
