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                                                           Mhehonnie.371363@2freemail.com  

Mhehonnie 
Target Position:
Associate/ Data Entry/ Banking Operations/ Sales

Personal Statement

Seeking a challenging position in a dynamic environment that focuses on building strategic Relationship with clients and promotes customer’s satisfaction while achieving personal and Company goals. To join a prestigious company where I can apply and further my expertise and knowledge in customer service and training. Companies where associate's personal and career growth are acknowledge and encouraged.

Past Job Profile

SALES REPRESENTATIVE

July 2016 Sharaf DG

February-June 2016 (Nestle, TransMed)

Conducting an Awareness

Demonstrate and explain products, methods, or services in order to persuade customers to purchase products or utilize services.

Identify interested and qualified customers in order to provide them with additional information. Keep areas neat while working, and return items to correct locations following demonstrations. Practice demonstrations to ensure that they will run smoothly.

Prepare and alter presentation contents to target specific audiences.

Provide product information, using lectures, films, charts, and/or slide show

Past Job Profile

ABU DHABI COMMERCIAL BANK

Associate Clearing Cheque (Inward/Outward), Processing Post-Dated Cheque

February November 2015

CLEARING CHEQUES

· Handle inward/outward clearing for respective branches and transfer daily outward files to Central Bank with in cut off time.
· Monitor inward returns/outward returns and upload the files branch wise, correspondence with all branches for the process within cut off time.
· Ensure inward/outward clearing cheque images are technically verified and attachment.
· Prepare letters to be sent to customers whose cheques have been returned for lack of funds.
· Physical reconciliation of inward/outward files of all branches.
· Daily reconciliation of clearing GL account/collection account
· Day to day reports to T/L and clearing team.
· Inward /outward cheques clearing cheques verification and authorization.
· Work in accordance with department objective and established policies and procedure including ICCS complied work is subject
POST -DATED CHEQUES

· Receives physical cheques from clients through mails.
· Verifies no. of physical cheques against attached report provided by clients.
· Verifies scanned cheques after data (Acct. No., Date Amount and Ref. No.) has been entered by Makers is correct or not.
· Send through email the final report to Centralized Clearing Unit Team Leader a confirmation that process is successfully done.
· Hand over physical PDC Officer-in-charge for lodgment to vendor
Past Job Profile

SALES TEAM

2013-2015

· Identify and handle client orders quickly, appropriately and in friendly manner.
· Supervise and ensure to follow refunds procedure along with error correction.
· Maintain accurate and precise cash control.
· Comply with company procedure to handle financial instruments.
· Interact closely with sales floor guests as well as cash register personnel.
· Comply with all organization policies, guidelines and standard practices.
· Maintain register plus relevant equipment in good working condition and well clean, dated and inked.
· Ensure to have check stands with suitable bags.
· Maintain store’s work station as well as front­end area neat plus clean.
Past Job Profile

BLUESTAR A/C EST ABU DHABI, UAE

ACCOUNT/SECRETARY 2013

· They have to manage all the correspondence that takes places within the office and also the mails that come in from outside
· They have to dispatch all the reports to all the relevant
· They have to check if all the members are present or not
· They also have to write down the minutes of the meeting and file
· They have to manage the petty cash box of the office
· They have to make appointments for the manager to whom they report and they also have to remind them about the commitments
· They have to correspond with other companies on behalf of the management
· They have to teach the new employees about the specific protocols and work culture regarding the office
· They also have to teach technical things like the use of office intranet and filing system
Past Job Profile

BLOOMSBURY

ASST.MANAGER 2011-2013

· Discuss performance with employees
· Do not diagnose problems you are not qualified to hands
· Do not have all the answers
· Evaluate goals, performance and quality
· Fair and equal treatment of all staff
· Leading by example
· Maintain a safe, secure and productive environment for employees
· No labeling or demeaning behavior
· Not a therapist or counselor – getting help when needed
· Not policing, like big brother (it will not inspire and instill respect)
· Provide feedback
Past Job Profile

BANK OF THE PHILIPPINE ISLAND

SALES MARKETING CONSULTANT 2009/2011

· It’s a 24/7 banking which were doing the opening accounts, enrolling the new accounts to the Phone, Mobile, Internet banking and where going on fields/caravan us well for the clients who wants to have
ATM's in small maintaining balance. Giving a satisfaction to the clients

Related Skills

· Computer Literate (MS Office) (Excel)(QuickBooks)
· Strong consumer and product awareness
· Good organizational and planning skills
· Excellent written and verbal communication
· The ability to work on multiple projects at one time
· The ability to work under pressure and to deadlines
· Good attention to detail and accuracy
· Good knowledge of marketing techniques
· Self-motivation
· The ability to be a team player
· Supervisory skills, Conduction Internal Audit
· Team Building
· Analytical and problem solving skills
· Effective verbal and listening skills
Educational Attainment: Computer Programming 2001 (Associate Course)

Current Location:  Abu Dhabi, UAE

	Date of Birth
	: August 9,1982

	Visa Status
	: Husband Visa

	Language
	: Tagalog, English, Japanese

	Civil Status
	: Married
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	THE ABOVE INFORMATION IS TRUE AND BEST OF MY KNOWLEDGE

	
	


