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STATEMENT OF QUALIFICATION

Over seventeen years of banking experience with The Saudi Investment Bank and HSBC-Riyadh ( formerly : The Saudi British Bank) Riyadh Saudi Arabia; Well-oriented in bank’s operational procedures, transactions, and documentation with different type of systems such as LOTUS NOTES, E-MAIL, HUB, HEXAGON, TELEX/SWIFT, CREDITDESK, CARD400, GEM / BLOOMBERG/REUTERS . Work with high degree of dedication & responsibility for any specific assignment; Flexible & able to work with less supervision.  Extensive knowledge and well adapted in computer system, software & programs; High standard of creativity and lateral thinking in analytical, statistical & graphical reports. Capable of creating program in MS Access, Excel and word format to be used in office for ease of operations. Knows & understand accounting, auditing and management procedures.

WORK EXPERIENCE

	The Bank
	[ March 2005 to Feb 2010 ]

	


Financial Analyst / Supervisor Support Unit

· Preparing /providing report and presentation  i.e. (MIS / FS/BS / Client Portfolio) of CEO, in MS Powerpoint/Excel.

· Supervise the unit in administering reports, statistics and presentation. 

· Organize and manage database for analysis and presentation.

· Responsible for preparing Daily/Weekly/Monthly Saudi Stocks Market Indicators.

· Prepare and update Companies Quarterly Earnings, Financial & Price Valuations ratios.

· Monitor and analyze Market Stock performance.

· Collect data (prices/indices/Benchmark from various sources, TADAWUL, SPY, MSCI , GCC Index. 

· Prepare Mutual fund & Client Portfolio report. (Daily/Weekly/Monthly NAV Price & Index/Benchmark).

· Provide Fund /Portfolio Managers, Research Team& Senior Management the views of Market trend.

	
	

	SABB HSBC-Ryd (formerly: The Saudi British Bank )    [ October 1991 to 10 March 2004]

P.O. Box 9084, Riyadh 11413 ,Kingdom of Saudi Arabia
a. Card Product Dept. - SPAN2 Project Coordinator/Support Clerk

b. NSC Operations – Administrative Assistant

c. Branch Support Unit -  Support Clerk               [ See annexure [1] for Duties & Responsibilities ]

	

	Philippine British Assurance Company Escolta, Manila , Philippines
	[ June 1991 to October 1991 

	
	


Accounting Clerk/Computer Operator
 
[ See annexure [2] for Duties & Responsibilities ]

	PMR Trading & Construction Company Pacita I, San Pedro, Laguna, Philippines
	[ June 1988 to May 1991 ]

	
	


Junior Accountant  /Computer Operator  
 [ See annexure [3] for Duties & Responsibilities ]

	Crystal Rubber & Manufacturing Corporation
	[ June 1987 to May 1988 ]

San Pedro, Laguna, Philippines


         Accounting Clerk  /Inventory Clerk

  [ See annexure [4] for Duties & Responsibilities]

	EQUIPLEX Metal Works & General Merchandise
	[ 1983 to 1987 ]

Sucat, Paranaque, Metro Manila, Phil.


a. Draftsman  /Payroll Clerk

     
[ See annexure [5] for Duties & Responsibilities ]

EDUCATIONAL ATTAINMENT

	College

[ 1983 – 1987 ]


	Polytechnic University of the Philippines

Sta. Mesa Manila, Philippines

Bachelor of Science & Business Administration/ Major in Accounting

	High School

[ 1978 – 1982 ]


	San Pedro Relocation Center National High School

Brgy. United Bayanihan,San Pedro, Laguna, Philippines

Secondary Course / Graduate with honors

	Elementary

[ 1972 – 1979 ]


	Laguna Resettlement Community School

Brgy. United Bayanihan,San Pedro, Laguna, Philippines

Primary Course /Graduate with honors

	Other/Computer Training
	Computer Data

Lotus 123, Quattro, Basic & Database programming/Lotus Note


COMPUTER KNOWLEDGE ( Typing Speed : 70wpm)
	Windows 2000/ XP/ Vista. Microsoft Office 2007/2003/ XP/latest
 Programming MS Access 97/2000Database II,III,IV /Excel (Macro programming)
Photoshop/Website Design & Graphics 
PERSONAL INFORMATION 
Birthday: 01May1965     Birthplace: Manila, Philippines    Nationality:Filipino    Religion:Catholic

Status :  Widowed           Language: English & Tagalog      Height & Weight: 5’7”  & 160 lbs
Hobbies:  Playing Basketball, Volleyball, Tennis, Chess & Bowling.

	


Duties & Responsibilities:

Annexure [1]

a. SPAN2 Project Coordinator/Support Clerk

· Assist & support the SPAN2 Project Manager in administering the project.

· Organize and arrange the SPAN2 Proj.documents /records forwarded by SAMA/Logica / other CHIP Card Supplier/Mftr.

· Coordinate the Proj. Plan, milestones, sched both internal & external SPAN2 working Group & steering comm.meetings.

· Assist the SPAN2 Project Mgr. in gathering data for magnetic chip card application & technology.

· Keep & prepare an updated report of the Project.

· Attend SPAN2-PSC/SPAN2-IWG meetings. Draft min. of meetings for review of respective Chairman of working group.

b. Administrative Assistant – NSC Operations

· To assist SMO in recommending various enhancement, suggestions and non-routine assignments, i.e. contingency plans, organizational charts, presentation, management report, statistical report and job descriptions.

· Attend all other routine jobs such as; telephone calls, received/transmit fax messages, photocopying documents, movement of inter-department mails, etc.

· Maintain efficiently and orderly all files pertaining to activities of NSC Operations.

· Input data forecast, statistical reports and other management report of NSC Operations.

· Provide professional assistance to PC users at NSC. Process Cheque Guarantee Card request by SABB London.
· Maintain sufficient stocks of bank’s business profile, annual report and arrange & distribute as advised by SMO.

c. Branch Support Unit (BSU) – Support Clerk / Computer Operator

· Gather and input data of Zero Base budgeting, forecast, statistical reports and other management report.

· Process SWIFT transactions and Telex Transfer  /HUB reports.
· Check and prepare the Local & HUB Autopay diskette submitted by branches, CMB or Customers.(*)

· Encode & process all NSC Operations correspondence and office/stationary requisition.

· Maintain efficiently and orderly all files & Process Daily Outward Clearing Adv (SAR) to be presented to SAMA-RYD
*Program created for Bank’s Internal Operational used;

· Stock Market Indicator  Report – MS Access / Excel format

· Autopay Database Input System  (CPU Dept) – Access format

· ATM Failure Database System (SCS Dept) – Access format

· Error Log Report (CPU Dept) – Excel Format

· Error Log Report (CPD Dept) – Excel Format

Annexure [2]

a. Accounting Clerk / Computer Operator

· Prepare & submit the list of Insurance policies and policyholder.

· Handles Accounting entries & posting./Prepare Trial Balance & other Accounting statement.

· Encode the Insurer details & policyholder information. Prepare & submit other related accounting statement.

Annexure [3]

 Junior Accountant/ Computer Operator
· Prepare & submit un-audited Financial Statement. Handles Inv. mat. Prepare & submit Yearly Forecast/Budget.

· Submit & pay the monthly tax withheld & SSS contributions of employees.
· Prepare Bills of Materials for Construction Projects. Encode & prepare Salary & Wages of employees and contractors.

Annexure [4]

Accounting Clerk/ Inventory Clerk
· Handles Accounting works / Prepare Journal Entries and posting to respective account.

· Submit the monthly statement & Trial balance  /Check and balance of production of the day.

· Prepare delivery material .Check and balance of production mat.Responsible for requisition of materials to be used.

Annexure [5]

a. Draftsman /Payroll Clerk
· Draw & sketch Building plan, Mechanical plan, Structural plan, floor plan, perspective and other drawing plan.

· Responsible for Blue printing of final & completed drawing plan./ Compute & prepare the Salary & Wages of employees.

· Submit & pay the monthly tax withheld & SSS contributions of employees.

REFERENCES

References will be provided upon request.
