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Margarette 
E-mail: margarette.369745@2freemail.com 
Address: Dubai, UAE


	

	
	


	A qualified and self-motivated professional eager to exercise academic knowledge and enhanced gained skills from previous work experience. 



	. 





2006 - 2010     
University of the Assumption
Degree: Bachelor of Science in Business Administration major in Business Management

City of San Fernando, Pampanga, Philippines

· Successfully passed the Civil Service Commission Professional Career Examination, October 2010.

Philippine National Bank  

               


(August 2013 – February 2017)
Junior Clearing Specialist (Job Responsibility: The role is responsible for processing of Outward clearing checks and Inward returned checks.)
· Downloading and uploading of returned items file to system.

· Daily generates and print reports of posted and unmatched items.

· Validation and manual posting of rejected items to specific accounts and GLs.

· Collates data, prepares and verifies all batched accounting entries to upload to system for bank’s daily transaction.

· Verifies and make reversals/adjustments to correct erroneous postings made on accounts and GLs.

· Validates and prepares charge slips/special clearing receipt for bank settlements.

· Aids to ensure that day to day transactions are settled and GL balance are closed.

· Prepares transmittal report of returned items to be forwarded to branches.
· Prepares the MICR encoding machines and accomplishment sheets to be used for outward clearing.
· Handles incoming deliveries of clearing checks from branches (thru couriers) and other operating departments. (receiving, recording, monitoring)

· Responsible in timely processing of outgoing clearing checks (encoding, data and image capturing and transmission).

· Prepares Delivery Statement Summary Report and ensures completeness of checks sent out for clearing.

· Verifies and monitors the transmission of batches thru online inquiry to avoid penalties and bank losses.  
· Maintains cleanliness and orderliness of work area after outward processing.
· Daily preparation and printing of Summary of Outward Clearing reports.

· Filing and updating records/reports of balanced end of day reports for future audit purposes.
           



(June 2010 – July 2013)

Administrative Clearing Assistant (Job Responsibility: The role is responsible for ensuring the smooth flow of daily operational transactions of Clearing.)
· Receives and handles mails, phone calls and e-mails to answer inquiries/concerns and forwarding to concerned unit/personnel.
· Providing support to branches in trouble shooting during technical problems encountered and other clearing concerns.
· Coordinate and follow up with branches, departments and other banks for proper settlement of various clearing transactions.
· Coordinate and follow up with concerned departments for clearing concerns and requests (IT services, electrical and engineering services, motor pool services).
· Keeps track of office supplies for proper allocation to other units and branches.

· Responsible for the maintenance of office equipments.
· Prepares branch billings for supplies rendered and shipping cost.

· Prepares trip tickets and other passes for personnel and equipments.
· Monitors the attendance of clearing personnel and prepares memos for tardiness or perfect attendance.
· Maintains and update records of contact information of clearing personnel.
· Receives and validates adjustment tickets of penalties coming from PCHC.

· Filing and updating records or reports for future audit purposes.

· Respond to regularly occurring requests.


· Computer literate and proficient in Microsoft Office.

· Flexible and competent to accomplish any assigned task.

· Self-motivated, resourceful and fast learner.

· Multi-tasking and highly organized.

· Can work under pressure.

· Team player

· Detail Oriented

· Working knowledge of office equipments.


	Nationality
	:
	Filipino

	Date of Birth
	:
	29th November 1989

	Marital Status
	:
	Single

	Visa Status
	:
	Visit Visa

	Languages
	:
	English/ Tagalog/ Kapampangan (Native Language)

	References
	:
	Available upon request


Profile Summary








+6 years of back office banking experience at Philippine National Bank – Central Clearing Department, Head Office (one of Philippine’s largest private commercial banks with +5k employees and the fourth largest bank in terms of combined total assets.)





Experiences in:





Accounting


Administration


Account monitoring and GL reconciliation


Data Entry


Check Processing and transmission of data
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