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OBJECTIVE: To secure a position in an organization where I can apply my creative skills and experience and be part of a team that can help to achieve the organization’s success.

PROFESSION: 

BACHELOR OF ARTS IN MASS COMMUNICATION
General Weighted Average: 89.0/100

Bulacan State University, April 2009
Mc Arthur Hi-Way, Brgy Guinhawa, City of Malolos Bulacan 3000, Philippines
WORKING EXPERIENCES:

CITIBANK N.A.

Customer Service Representative, Universalist
October 2013 to August 2015
· Resolve customer concerns over the phone and care deeply about providing exceptional customer service
· Offer and process loan products that meet customers’ ongoing financial needs.

· Receive frequent recognition and rewards for exceeding sales goals

· Handle incoming calls and promote products and services to better meet the banking needs of customers

· Solve complex problems that deal with complaints.

· Deals usually with concern in customer deposits, withdrawals, exchange rates, banking transactions, problem solving or evaluating customers' eligibility and financial need for loans and grants. 

· Top customer service skills in addition to familiarity with the bank's policies and its computer software applications. 

· Well-known with policies and services of a bank in order to answer questions and offer options as solutions. 

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

· Often operates in open office settings alongside other personal bankers handling the same job.

VILLARICA PAWNSHOP

Admin Assistant, Counter Clerk, Cashier, Vault & Jewelry Custodian
   
January 28, 2010 to March 18, 2013
· Responsible in maintaining the day-to-day operations.
· Collect, count, and disburse money, do basic bookkeeping, organize and label inventories.

· Maintains office supplies delivery and stocks.

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

· Maintaining monthly, weekly and daily report of transactions
· Directly reporting to the auditors and managing directors.

· Compile, copy, sort, and file records of office activities and business transactions.
· Complete and mail bills, contracts, policies, invoices, or checks

· Operate office machines, such as photocopiers and scanners, fax machines and personal computers
· Handles all the cash transaction of the organization

· Receives payment by cash, checks, credit card etc. 
· Checking daily cash accounts
· Handles remittances transaction and money exchange

· Provides  training and assistance to new joined personnel 
· Liable in keeping all business documents and accountable.

SM CITY MARILAO DEPARTMENT STORE


Customer Service Assistant
Manila Southern Associates, Inc.

   
May 22, 2009 to November 17, 2009
· deals directly with customers either by telephone, electronically or face to face
· responds promptly to customer inquiries and handle and resolve customer complaints
· obtain and evaluate all relevant information to handle product and service inquiries
· performs cashiering, bills payments, returned items, basic gift wrapping, remittances and deals with paging requests.
QUALIFICATIONS
· Aspiring team leader and productive team player.
· Delivers quality and exceptional customer service.
· Knowledge in administrative processes.
· Skill in using computer (Microsoft Office (MS Word, Excel, PowerPoint)
· Skill in using office machinery and equipment.
· Ability to establish and maintain effective working relationships with those contacted in the course of work
· Ability to satisfactorily communicate in English (speak, read, write)
· Knowledge of Remittance and Dollar exchange procedures
· Knowledge of legally required methods in handling Bank Clients and Credit Card Transactions
· Consistent Top Seller
· Punctuality, reliable and regular attendance.
· Honesty and Integrity.
PERSONAL DATA:

Date of Birth:


19th December 1988
Nationality:


Filipino

Height:



5’

Weight:



47 kgs.
Sex:



Female
Marital Status:


Single

Religion:



Roman Catholic

