
AUSTIE




Email Address: Austie.366875@2freemail.com                                                              


EDUCATION

Bachelor of Business Administration Major in Management

University of the East Philippines (Year 2004-2007)
La Salette of Roxas Bantug High School

Roxas Isabela Philippines (Year 1999-2003)
WORK EXPERIENCE
Bank Supervisor- Sales and Service Supervisor
Robinson’s Bank Corporation - August 1, 2016 – April 10, 2017
Duties and responsibilities- Supervisor Operational tasks
· Preparing various Financial statements like cash flow, fund flow, Budgeting, Profit and Loss

· Account and balance sheets and Trial Balance sheet

· Monitoring the funds, supervising and managing end to end accounts activities

· Maintenance of general ledger accounts up to finalization.

· Preparation of documents monthly and yearly reports

· Verify the correctness of the amount of the teller Pico’s box 

· Review correctly the posting media’s that indicates the breakdown of the details for the deposit slip of the client’s

· Verify the completeness of the details /particulars and compare details against Deposit slip/payment slip

· Ensures and verify all the withdrawal and encashment are with complete signatures and accurate details

· Always check the maximum amount of wave of charge per client
· Review and checks all the new open account before verify in the system

· Always monitor the time-in and time-out inside the vault

· Monitor and keep file of all banks security contracts and other letters and documents

· Always check the cash count in and cash count out inside the vault
· Ensure transaction balance sheet submitted to top superior / management and end of transaction day

· Handling critical issue with staff, client and customer

· Support and meets Management decisions, requirements and expectations.
Duties and responsibilities- Supervisor Clearing Function Tasks
· Balance the total of actual checks against posting media & branch total report

· Capture & transmit through electronic clearing system

· Ensure separate local branch and on us branch check

· Ensure the correctness of every details of check before submit to clearing department
Customers Service Assistant- (start from Staff I and promoted to Staff II & III)
Robinson’s Bank Corporation - November 17, 2008 – July 31, 2016
Duties and responsibilities 

· Receive and count working cash at beginning of shift

· Identify customers, Accept and validate cash and checks for deposit
· Accuracy of deposit slip and Process cash withdrawals
· Perform specialized tasks such as preparing cashier’s checks, personal money orders, issuing traveler’s checks and exchanging foreign currency

· Perform services for customers such as ordering bank cards and checks

· Receive and verify loan payments, mortgage payments and utility bill payments

· Record all transactions promptly, accurately and in compliance with bank procedures

· Balance currency, cash and checks in cash drawer at end of each shift

· Answer inquiries regarding checking and savings accounts and other bank related products

· Explain, advise on promote bank products and services to customers

· Ensure compliance policies and procedures
Sales Supervisor
Ford Company Quezon Avenue - March 2008 - October 2008
Duties and responsibilities 
· Greeted customers and determined their needs and wants

· Discussed type, quality and number of merchandise required for purchase

· Recommended, merchandise based on individual requirements 

· Advised customers on utilization and care of merchandise

· Provided advice to clients regarding particular products or services

· Explained the use and advantage of merchandise to customers

· Answered customers queries and concerns

· Showed the live working of merchandise

· Quoted prices and discounts as well as credit terms, trade in allowances, warranties and delivery dates.

· Prepared sales contracts and accepted payment through cash, cheque and credit card
· Maintained sales records for inventory control

SEMINAR ATTENTED

Base 60 System Training – (February 18, 2017)

Held at Finacle Room, 17th Floor, Galleria Corporate Center, Quezon City

Finacle Core Seminar and AMLA Training – (November 2014 and 2015)
Held at Rosario Pasig Litton Mills URC Training Center

Counterfeit Detection Training and Signature Verification and Frand Detection – (March 8, 2009)

Held at HRMG training Room Basement Robinson’s Galleria Quezon City
New High Risk Orientation Program– (December 2008)
Held at HRMG Training Room Basement Robinson’s Galleria Quezon City

HIGHLIGHTS OF QUALIFICATIONS

Good Communication Skills




Outstanding Customer Service Skills

Responsible and Hard Working




Good in Public Relation



Computer Literate with MS Word, Excel and Power Point

Fast Learner
Flexible can work long hours and willing to learn new things
Strong work ethic

PERSONAL INFORMATION
Visa Status

: Visit visa
Date of Birth

: April 15, 1985
Place of Birth 

: Roxas Isabela Philippines
Civil Status

: Single

Citizenship

: Filipino

Religion

: Christian
Language spoken
: English, Tagalog
Career Objective:


 








OBJECTIVE





To pursue a challenging career in various organization that would enhance my knowledge, education and skills.























