[image: image1.jpg]


Gulfjobseeker.com CV No: 1322490
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
Objective
A dedicated and enthusiastic professional experienced in providing a high degree of efficiency in providing customer service. Maintains excellent English communication skills, problem resolution abilities , a high-level of confidentiality and graciously offers full support and customer relations to obtain a position where skills can be utilized. 
Banking Employment

Finance House

July 2013 –September 2014
Operations Assistant – Central Operations
· Ensure verification of all transactions and completeness of source documents and related supporting documents.
· Posting of daily transactions.
· Preparing and processing of all Account Opening, Manager’s Cheques, all loans, transfers (i.e. UAEFTS, Swift) and other routine transactions in accordance with the UAE Central Bank and FH guidelines and procedures.
· Handling customer issues and complaints in an efficient and friendly manner.
· Handling of all return cheques (including recording and filling).
· Handling customer phone and walk in inquiries.
· General administrative work, which may include preparation of memos and customer letters.
· Reconcile Nostro account with Bank statement and prepare journal voucher related to the transaction shown on Bank statement and ensure that all transactions are posted.
· Perform any other responsibility entrusted by AVP, HOO and Management from time to time( i.e. Petty Cash and posting of credit card payments).
Standard Chartered Bank

June 2010 – April 2013
Administration/Operations Assistant – Consumer Banking
· Maintain files.
· May act as back-up.
· Prepares PDCs to be presented for clearing on a daily basis.
· Validates all booked loans post disbursal.
· Reconciliation of MIS / outstanding entries to be cleared.
· Prepares facility letters for wealth management products.
 
Export and Industry Bank
 Feb 2008 – Mar 2010
Customer Service Officer
· Builds and maintain business relationship with clients by providing prompt and accurate service so as to promote customer loyalty.

· First point of customer contact for general inquiries regarding products and services offered by the bank.

· Responsible for providing timely and problem free quality service to customers while ensuring compliance with the Bank’s policies and procedures.
· Ensures delivery of excellent customer service through fast and accurate processing of over-the-counter transactions.

· Handles customer’s suggestions or complaints and resolves or answers questions of customers regarding products, services and procedures and as may be required communicates it with other departments to resolve inquires.

· Responsible for opening of Accounts, fixed term deposits and other services offered by the bank.
· Performs the duties and responsibilities as specifically delegated by the service head.
· Responsible for in-house marketing and account management.
· Provide customers with the facility to undertake a range of cash cheque and remittance – based transaction to make use of exchange and collection services.

· Process Peso and dollar CTD placements and movements, Trust and Treasury Placements.

Union Bank of The Philippines
May 2007 – January 2008
Head Teller / Sales and Service Officer
· Responsible for in-house marketing & account management 

· Responsible for administration and efficient operation of the Branch Delivery System

· Monitors accounts closures, maturity of Term Placements & Accounts opening

· Responsible for maintaining adequate control in the custody of cash and maintains the optimum cash level of the branch

· Principally responsible for ATM operations such as reloading of cash.

· Ensures proper upkeep of assigned work area and equipment.

· Performs other duties that are required of and related to his Function

International Exchange Bank now Union Bank of  The Philippines
Feb 2007 – May 2007
Teller
· Accepts deposits and bill payments and collections, pays encashment and withdrawal within delegated limits.
· Assists in payroll preparation for clients with payroll servicing agreement.

· Account servicing, processing of payments, receipts and other monetary transactions.

International Exchange Bank
July 2002 – Feb 2007
Teller
· Accepts deposits and bills payments and collections, pays encashment and withdrawal within delegated limits
· Assists in payroll preparation for clients with payroll servicing agreement.

· Account servicing, processing of payments, receipts and other monetary transactions.
· Provide customers with the facility to undertake a range of cash,cheque and remittance based transaction to make use of exchange and collection services.

· Performs other duties that are required and related to her function
Education

Bachelor of Science in Business & Public Administration 
March 2002
Major in Banking & Finance



Pamantasan ng Lungsod ng Maynila, Intramuros, Manila

Seminars Attended

· Anti Money Laundering                                                   August 2009                                                  

· New Employee Orientation Program

                February 2008

           
· Finacle Core                                                                     July  2007
· Signature Verification


                            September 2005
· Leadership Training Program


                June 2005
· Anti Monetary Laundering Act


                November 2004

· Bank Robbery Seminar
                                                    November 2002
· Signature Verification



                September 2002
· Counterfeit Detection Seminar         

                August 2002
· Bank Orientation and Service Mileage

                July 2002
Skills and Qualifications

· Proven ability to deliver outstanding customer service , handle customer service queries with first contact, and meet department goals.
· English articulate as per all work experience requires English language only with confidence and skill necessary for effective Business English communication and writing.
· High level of competence using Microsoft Office to create reports.
· Able to work with a high degree of detail.
Personal Data

Birthdate: 

07 September 1981
Birthplace:

Manila, Philippines

Civil Status:

Married

Visa Status:                  Husband’s Visa
