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CAREER OBJECTIVE

A competitive applicant seeking for a challenging position on a company with a progressive employer and can offer a steady growth and new responsibilities where I can contribute enthusiasm, dedication, and good work ethic to the development of the organization combined with a desire to utilize and share my knowledge and skills I have obtained through previous work experience.
QUALIFICATIONS AND SKILLS

· Efficiency in operating terminal and entering data 

· Proficient in using MS Office, Open Office software, spreadsheet, database.

· Quick learner, customer oriented, maintains objectivity and confidentiality.

· Ability to work multi-task, prioritize, work well under pressure with minimal                

                 or no supervision and accustomed to meeting tight deadlines.

· Can adapt to the changing situations and able to work in a team-oriented environment 

· Competent in Internet and basic computer applications

· Detail oriented

· Outstanding communication skills both in verbal and written form.


WORK EXPERIENCES

Marketing Assistant (Auto Loan)


Islands Family Savings Bank



November 2012 – present
· Extensive client liaison – acting as first point of contact for clients when managers unavailable, dealing with their queries where applicable, either on telephone or in person, as required.

· Drawing managers’ attention to emails which need action

· Management of managers’/supervisor’s diaries – booking meetings and meeting rooms. Keeping managers up-to-date on appointments.

· Dealing with issues when manager is absent

· Managing travel arrangements for Heads
· Identify clients based on the assigned industries/sectors within the region.

· Make actual calls on identified and selected clients and determine their financial requirements, credit worthiness and structures a suitable credit package.

· Visit/call on auto dealers to maintain harmonious business relationship.
· Review and defend the proposed credit packages of clients for presentation to Credit Services/Business Center Head.

· Coordinate with other units/Business Center/ Head Office departments for efficient and fast servicing accounts.

· Monitor developments affecting the accounts credit standing and initiate measures that may be warranted by such developments.
· Prepare daily, week, and monthly marketing reports required for submission/transmittal to Head Office and Area Product 
· Receive, solicit, interview, review auto applications/documents/answer queries of clients.

· Gather marketing date as to moves of competition, stock position, canvass rates and products of local competeting lending institution, and report to Business Center Head for recommendation of marketing strategy.
· Prepare request for documentation. Pull-out CER’s for reconsideration and discounting.

· Prepare discounted/undiscounted reports to be relayed to Head Office.

· Attend to the needs of other Business Center’s/branches within the territorial coverage.

· Follow-up additional requirements for borrowers and BPI-BF managers.

· Established and maintained clients trust and relations.
Account Analyst

J-One Marketing


San Miguel Beer Division, Lipa Sales Office


Ayala Highway, Lipa City, Batangas, Philippines


April 2008 – October 2012
· Assist both external and internal auditors as requested in reviewing financial records, reports and transactions

· Control and monitoring of accounts receivables
· Prepare a variety of comprehensive financial statements and documents

· Maintain efficient and effective record-keeping systems and audit trails
· Systematize monthly account receivables of salesmen
· Reconcile, balance and audit assigned accounts
· Maintain and ensured smooth running of accounts receivables on outlets
· Operate a variety of office machines including typewriter, calculator, fax, printer, and computer to manipulate and enter data
· Recognized for computer savvy and adaptability
· Work independently with little direction

Company Secretary


Hyundai Lipa 


Shaw Automotive Resources Inc.


JP. Laurel Highway, Tambo, Lipa City, Batangas, Philippines



September 2006 – April 2008
· Provide administrative and clerical support to departments or individuals
· Schedule meetings and arrange conference rooms
· Alert manager about cancellations or new meetings

· Coordinate travel arrangements; prepares itineraries; prepare, compiles and maintains travel vouchers and records
· Preparing and maintaining office records/reports and correspondence pertaining to the professional’s and management staff’s area of responsibility
· Arrange for outgoing mail and packages to be picked up
· Prepare statistical reports/ confidential and sensitive documents

· Relay directives, instructions and assignment to executives
· Maintain hard copy and electronic filing system
· Supervise and train other clerical staff

· Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures

EDUCATIONAL BACKGROUND

Tertiary: 
BACHELOR OF SCIENCE IN COMPUTER SCIENCE


Kolehiyo ng Lungsod ng Lipa (formerly Lipa City Public College)


Brgy.  Dagatan, Lipa City, Batangas


A. Y. 2004 – 2008  

TRAININGS AND SEMINARS ATTENDED

Loan Documentation Lecture Series

April 4, 2014

BPI Family Savings Bank Center, 109 Paseo de Roxas St., Makati City

Information Awareness Overview

November 14, 2013

2nd Flr. BPI Bldg., Ayala Highway, Lipa City, Batangas

Conflict of Interest

November 12, 2013

2nd Flr. BPI Bldg., Ayala Highway, Lipa City, Batangas

PROFESSIONAL EXAMINATION PASSED

Civil Service Examination

Career Service Professional Eligibility 

October 16, 2011

PERSONAL INFORMATION

Birth date:
February 15, 1988


Age: 

27

Birthplace:
Lipa City


Gender:
Female


Civil Status:
Single


Citizenship:
Filipino


Religion:
Christian


Visa Status
Tourist Visa

I hereby certify that the above information is true and correct to best of my knowledge and belief.

