	MICHELLE 

	
	

	Email Address:
	Michelle.368191@2freemail.com  


	Objective

	To be a part of corporate organization that has an uncompromising commitment to personal growth, a demand for strong leadership, intellectual integrity, critical thinking and deep respect for people.


	Educational Background 

	University
	Degree

	Sacred Heart College, Philippines
	B.S. in Business Administration,

Major in Financial Management (March 2016)


	Philippines Work Experience

	Company/Position Held
	Period
	Duties and Responsibilities

	SM SHOPPING MALL

Owned and Developed by SM Prime Holdings.

Market Strategic Firm, Inc. 
Lucena City, Philippines

Position: 

Treasury Assistant
	28 April 2016 – 

16 April 2017
	· Prepare cashier's accountability report.

· Assist and support treasury staff in physical cash counting activities

· Handle sales collection from cashiers.
· Handle foreign exchange transactions.
· Handle both local and international remittance transactions.
· Provide commendable action in addressing customer needs.
· Prepare end of the day consolidated remittance report on both sending and receiving of cash.




	On the Job Training

	Company
	Period
	Duties and Responsibilities

	Development Bank of the Philippines
Lucena City, Philippines
	June – September 2015
	· Encoding & updating of the bank clients record.
· Provides assistance in coins counting.
· Provides administrative and clerical duties.
· Counterchecking of data's and/or discrepancies of all bill document or checks.
· Filing of attached documents for the issued checks.


	Trainings & Seminars


· ID Verification Training

SM Corporate Office Bldg. F, Pasay City Philippines

September 2016

· Anti-Money Laundering Act Seminar

SM Corporate Office Bldg. F, Pasay City Philippines

August 2016

· Counterfeit Detection Seminar

SM Cubao Learning Center, Manila Philippines
July 2016

· National Finance Summit 2016: “ Traversing the Integration Minefield “

SMX Hall Convention Center Pasay City Philippines
January 2016

	Skills 


· Proficient with Customer Relationship Management

· Proficient in Microsoft Office (Word, Excel, PowerPoint, Publisher)

· Able to grasp any new software functionality 

· SAP Application 

· Flexible and can work under minimum supervision

	Personal Information 

	Address:
	Abu Dhabi, United Arab Emirates

	Date of Birth:
	12 April 1995

	Nationality:
	Filipino

	Civil Status:
	Single

	Visa Status:
	Visit Visa


Curriculum Vitae of Michelle Montaos – Page 1 of 2

