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ANNABELLE 
ANNABELLE.361426@2freemail.com  
WORK EXPERIENCE
April 16, 2011 – Sept. 12, 2012

Operations Supervisor

Department




Retail Finance Services/LTDM







JPMORGAN CHASE BANK, N.A






9th Flr., Net Plaza Bldg.,







Global City, Taguig
Duties & Responsibilities:

· Manage, coordinate and direct the daily operations of a 12-15 employee team.
· Handle exception items, resolve complex issues, coordinate and oversee departmental, projects, document and introduce new procedures to staff.
· Train, monitor and evaluate the performance of your agents.

· Ensures compliance with the client’s guidelines and special instructions.

· Assign work and set workflow priorities, tracking the unit’s performance and monitoring daily business.

· Responsible for managing the performance of the team by regular and consistent coaching, interim and annual reviews as well as corrective action planning and follow up.
February 19, 2008 – April 15, 2011

Operations Specialist

Department




Retail Finance Services/LTDM







JPMORGAN CHASE BANK, N.A






9th Flr., Net Plaza Bldg.,







Global City, Taguig

Duties & Responsibilities :

· Reviews recorded equity documents to ensure the bank’s lien is properly reflected.
· Updates the discrepancies with the correct and accurate recording information. When appropriate, sets up discrepancies for future tracking by the Exceptions area.
· Evaluates mail of trailing loan documentation and separates in designated buckets.
· Researches incoming and returned mail performing appropriate procedures such as locating account numbers, preparing documentation for image services or lien filing.

· Accept other tasks assigned by our supervisor.
March 17, 2003 – January 30, 2008

LINE LEADER
Department




Policy Department






AMDATEX Las Pinas Services Inc.






Bldg. 17, La Fuerza Cmpd.,






Alabang-Zapote Rd.,






Almanza, Las Pinas City






Tel # 775-0632 to 34

Duties & Responsibilities :
· Manage and assist BPAs in the effective discharge of their responsibilities.

· Provides work to BPAs.

· Act as a model to the BPAs by complying with the company rules and regulations.

· Recommends hiring, promotion, suspension and/or termination of BPAs.

· Train, monitor and evaluate the performance of the BPAs.

· Conduct orientation on new hirees on basic and project specifies.

· Monitors the team’s compliance on the required quota on daily/monthly basis.

· Prepares pertinent documents such as BPAs Leave Form, Chronolog Manual Entry and OT form.

· Ensures compliance with the client’s guidelines and special instructions.

· Studies and understands the project requirements in advance.

· Monitor the order received and completed.

· Update tracking reports.

June 11, 2000 – December, 2000

DATA ENTRY






Select Appointments PTY Ltd.






Sydney, Australia
Assigns to various offices :

       -
Roadshow Entertainment   

       -
Cork International (Kingsgrove)
       -
Australia Post (Riverwood)
       -
TNT Worldwide Express
September 19, 1999 – May 31, 2000
CHECKOUT OPERATOR







Woolworths Metro 







Coogee Bay Road,







Sydney Australia

Duties & Responsibilities :

      - Provide excellent customer service to the customer.

February 27, 1998 – January 31, 1999
CREDIT & COLLECTION ASSISTANT






Value Club Inc., Guadalupe Makati City

Duties & Responsibilities :

· Reconcile daily collection report.

· Post daily transactions to the ledger.

· Monitor dealers credit limit.

· Assists customers for the payment made.

· Answers telephone inquiries regarding their accounts.

· Mailing letters to the dealers with past due accounts.

· Interview new applicants for membership.

September 05, 1995 – July 07, 1997

PRODUCTION STAFF






Chicony Electronics Co. Ltd.







Taiwan, ROC

Duties & Responsibilities :

· Handle lap top computers for repair.

· Responsible for hardware maintenance.

· Trouble shooting.

· Help desk maintenance.

· Tests machine such as t1, t2, audio and fax modem.
February 25, 1995 – July 31, 1995

IMPORT CLERK






Guess USA Inc.







DII Bldg. West Service Road,







Muntinlupa City
Duties & Responsibilities :

· Assists shipment preparation thru telegraphic transfer/letter of credit.

· Prepares monthly report.

· Communicate with the supplier.






April 13, 1993 – February 25, 1995

DATA ENTRY OPERATOR






Accounting Department






Goldilocks Bakeshop Inc.,







Shaw Blvd., Mandaluyong City

Duties & Responsibilities :

· Input data such as daily deliveries per branch, inter/intra branch and monthly inventories.

· Maintain database file.

· Prepare monthly report.

Fully proficient in a variety of computer software tools including MS Office, Excel, Powerpoint, Windows and internet.

EDUCATION
1989-1991

Bachelor of Science in Computer Science   




AMA Computer College – Makati City

1987-1989

Bachelor of Science in Computer Science (1st year – 2nd year)




Philippine Womens University

1983-1987

Secondary – Jose Abad Santos High School

1977-1983

Primary – Timoteo Paez Elem. School

