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MIKHAIL

MIKHAIL.363774@2freemail.com 
  

SUMMARY

An ambitious and results-driven individual with 7 years of experience in business particularly in banking industry. Possess ability to deal creatively and practically with problems and issues and interact effectively with clients and colleagues.

A team player with strong communication and intrapersonal skills, including fluency in English language. Highly adaptable to new environment, grasps and apply procedures quickly, and adapt readily to the demands of the job. 
OBJECTIVE

A position where I can showcase my skills, knowledge, and experience gained in my previous work. 

PROFESSIONAL SKILLS AND KNOWLEDGE

Customer service relations

· Entertain, communicate, more importantly provide more solution and answer to the needs and queries of the client, either vis a vis, or thru phone call. Handle every situation with utmost caution and deal with it properly.

Basic bookkeeping/accounting
· Able to work with simple accounting, and bookkeeping, recording and reconciling accounts.
Cashiering

· Transfer of money to tellers and other banks. Posts deposit and withdrawal transaction to respective accounts of the clients. Counts and identify counterfeit money.

Clerical jobs
· Encoding of data, scanning, printing, and photocopy documents needed, send letters to clients, filing and archiving documents, answer phone calls.  

EMPLOYMENT EXPERIENCE
First Consolidated Bank, Poblacion, Narra, Palawan

September 2010 to March 2017

Loan Officer
· Accountable for handling and managing the loan section of the branch. 
· Promotes and conducts marketing activities to sell products, particularly in loan, as well as deposit products. 

· Evaluates loan applications, do necessary background checking or investigation.

· Prepare monthly, quarterly, and yearly reports. 
Provincial Government of Palawan – Assessors Office, Puerto Princesa City, Palawan

July 2009 to December 2009

Admin Assistant/Encoder

· Attend to the needs, requests and queries of the clients.

· Encodes data as part of the computerization project of the office.

EDUCATIONAL BACKGROUND
PALAWAN STATE UNIVERSITY, Puerto Princesa City, Palawan


2004 – 2009
Bachelor of Science in Business Administration

Major in Banking and Finance

COMPUTER SKILLS

· Proficient in using Mircosoft Word, Excel, Powerpoint

· Ability to learn new computer applications with minimal supervisions
