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ABIGAIL 
E-mail Address: Abigail.368915@2freemail.com 
· WORK EXPERIENCE     
BPI Family Bank Savings, Philippines
Auto Loans, Mktg. Admin Assistant/Secretary
Sept. 16, 2015 – March 16, 2017

Responsibilities:
· Answer phone calls and redirect them when necessary

· Manage the daily/weekly/monthly agenda and arrange new meetings and appointments

· Prepare and disseminate correspondence, memos and forms

· File and update contact information of employees, customers, suppliers and external partners

· Support and facilitate the completion of regular reports

· Develop and maintain a filing system

· Check frequently the levels of office supplies and place appropriate orders

· Make travel arrangements

· Document expenses and hand in reports

· Undertake occasional receptionist duties

· Serving visitors at the front desk by greeting, welcoming, directing and announcing them appropriately

· Receiving and sorting daily mail/deliveries/couriers
· Answer, screen and forward any incoming phone calls while providing basic information when needed

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures and controlling access via the reception desk (monitor logbook, issue visitor badges)

· Update appointment calendars and schedule meetings/appointments

· Perform other clerical receptionist duties such as filing, photocopying, collating, faxing etc.

Planters Development Bank, Philippines 
Housing Finance Department Secretary 
April 2012 – August 2015
Responsibilities:
· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Keeps equipment operational by following manufacturer instructions and established procedures.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

· Maintains technical knowledge by attending educational workshops; reading secretarial publications.

· Contributes to team effort by accomplishing related results as needed.
· EDUCATION
MANILA BUSINESS COLLEGE

Bachelor of Science Business Administration major in Operations Management

2008-2011

GARDEN OF LIFE SCHOOL

Secondary Education

2004-2008

LEGION OF MARY ACADEMY

Primary Education

1998-2004
· PERSONAL BACKGROUND
Born on April 12, 1991 in Quezon City Manila, Philippines. Knowledgeable in Bank Financing: Personal, Housing and Auto Loan Process. Flexible, goal oriented, fast-learner, patient, disciplined, can work under pressure, achiever for 2 consecutive quarter awardees for getting highest work productivity and overall performance. Also, willing to learn new knowledge and skills and can adjust to fit in the workplace.
