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	CAREER OBJECTIVE



To achieve high carrier growth through a continuous learning process and keep myself dynamic, visionary and competitive with the fast- pacing environment.
	WORK EXPERIENCE 





	December ,2013- August 2014

Loans and Discounts Assistant

Essential Functions

· PDC Warehousing/Monitoring/Maintenance

· Monitoring of outward differences and balancing with Clearing Department

· Process loan payments

· Transmittal of documents to Documentation Unit

· Maintenance of files

Peacock Financing Corporation
Sept. 29, 2014- January 24.2015
Documentation and Releases of Loan  Assistant
Job Description

· Process loan releases.
· Posting of daily collections.
· Recording daily collection on ledger.
· Computation and imposed of penalty to pass due loans.
· Monitoring of check voucher.
· Maintenance of files.
· Perform other duties that may be assigned from time to time.

Skills & Capabilities



· Proficient in Microsoft Office Applications           


· Can operate modern office equipment with skills and efficiency

· Eager to learn and be trained

· Customer Service oriented

· Adheres to synergy and teamwork (team-player)

· Cooperative, quality and result oriented
	TRAINING AND SEMINARS ATTENDED







Phil Health Insurance Corporation
Check Releasing Section

General Clerical

Work Description:

· Maintain systematic filing/arrangement of corporate records for fast and easy retrieval of corporate documents. 

· Ensure fast and accurate mailing of benefit claim check of members, hospitals and Professional Doctors to appropriate addressees. 

·  Received and records in a logbook or any records keeping reports and documents to and from the office.

· Distributes all incoming and outgoing documents received to the appropriate addressee/s and offices.

· Sorting of benefit payment checks in accordance with vouchers reviewed by Accounting 
· & Budget Section.

· Filed the issued Official Receipts of members, professional Doctors and Hospitals.
Pre- employment Orientation Seminar (PEOS)


September 19, 2013

Building Wealth in the New Economy

By: Ernest Adams Marcelo (Director, Century Properties Inc.)

Financial Education Seminar

Pera Mo, Palaguin Mo: (A Day with Mr. Francisco S. Colayco)

November 24, 2012
PERSONAL INFORMATION 

Birthdate

:
June 10, 1985

Citizenship

:
Filipino 

Religion

:
Roman Catholic

Civil Status

:
Single

Visa Status                  :          Visit Visa

EDUCATION
Lyceum- Northwestern University

Bachelor of Science in Commerce

Major: Management Accounting



November 16, 2013

