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Objective

To be a member of a well-established company that will provide opportunities for career advancement and to perform challenging roles in the world of business.

Professional Profile

· Able to prioritize and complete multiple tasks and follow through to achieve project goals.

· An independent and self-motivated professional with excellent research and writing skills.

· Years of Job experience in Bank Services, Administrative services.

· Strong rapport with associates based on professionalism, knowledge, and integrity.

· Ability and willingness to learn more working on the job.

Educational Background

College

Bachelor of Science in Business Administration Major in Financial Management


University of the East


2006 – 2010 – Graduate
Work Experience

Mashreq Bank - Qatar
November 2013 – November 2014


Senior Relationship Officer

· Achieves assigned bigger sales targets for the assigned products (Loans, Credit Cards, Salary transfer accounts, Payroll accounts and Insurance) on monthly basis as per business requirements.

· Responsible for all bigger sales related activities in the market (Fresh sales calls – company visits  - market feedback)

· Keeping the product knowledge level at the highest all the time.

· Maintains organized work station and clean desk policy.
· Assists and supports Line Managers and rest of the team members.
· Responsible for punctuality and discipline during working hours.
· Maintains bank standards in terms of image, looks, hygiene in and out of office environment.
· Ensures that the right profile of companies is sourced in order to increase the number of listed companies and ensure quality customers to be brought in to the bank.
· Ensures that all the applications submitted are as per Bank policies and procedures.
· Manages the Team in the absence of the Team Leader and make sure that all daily activities are in place in terms of submission and maintaining the team MIS.

· Coordinates with sales support unit to complete all pending queries for specific applications. 
· Training and coaching new joiners to help them abreast with the products and service offering of the bank.

· Drives new to bank business to grow retail business presence in targeted segments by recommending company proposals as per bank policy.
Mashreq Bank - Qatar
January 2012 – October 2013

Relationship Officer
· Achieves assigned sales targets for the assigned products (Loans, Credit Cards, Salary transfer accounts, Payroll accounts and Insurance) on monthly basis as per business requirements.

· Responsible for all sales related activities in the market (Fresh sales calls – company visits  - market feedback)

· Keeping the product knowledge level at the highest all the time.

· Maintains organized work station and clean desk policy.
· Responsible for punctuality and discipline during working hours.
· Maintains bank standards in terms of image, looks, hygiene in and out of office environment.
· Ensures that the right profile of companies is sourced in order to increase the number of listed companies and ensure quality customers to be brought in to the bank.
· Ensures that all the applications submitted are as per Bank policies and procedures.
· Delivers superior service to the customer.

Doha Training Center and Powertech 

October 2011 – December 2011


Administrative and Accounts Assistant

· Answers telephones and transfer to appropriate staff member.

· Meet and greet clients and visitors.

· Create and modify documents using Microsoft Office.

· Performs general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.

· Maintains hard copy and electronic filing system.

· Signs for and distribute UPS/Fed Ex/Airborne packages.

· Research, price, and purchase office furniture and supplies.

· Coordinates and maintains records for staff office space, phones, parking, company credit cards and office keys.

· Setup and coordinate meetings and conferences.

· Maintain and distribute staff weekly schedules.

· Collects and maintains PC inventory.

· Supports staff in assigned project based work.



· Receive and process all invoices, expense forms and requests for payment.

· Verify calculations and input codes in to the Accounts system in an accurate manner.​
· Maintain and reconcile the Direct Debit mandates.

· Deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.

· Ensures all filing is done in a timely and accurate manner.

· Prepares cheques for payment.

· Ensures that all post is sent daily
Bank of the Philippine Islands
Loans Department

May 2010 – August 2011


Marketing Assistant

· Assists the Marketing & Sales Officer in the planning and implementation of the various marketing programs.    

· Prepares Marketing and Sales Program Proposals that outlines the objectives, strategies, plans and guidelines of a marketing & sales promo/initiative. 

· Coordinates and liaises with the various units of the Unibank to ensure proper alignment and smooth implementation of marketing and sales programs.

· Negotiates with partner merchants and establishments to help deliver better value proposition to customers.

· Conducts post evaluation and prepares MIS Reports to monitor results of the programs.

· Tracks and monitors A&P and Operex spending versus budget of assigned programs.

· Performs other duties and functions that may be assigned from time to time.

Seminars, Trainings and Workshops Attended
License to Sell


Mashreq TV Roundabout Branch, Doha, Qatar


April 2013

Proactive Relationship Banking Workshop – Cohen Brown Management Group Inc.

Mashreq TV Roundabout Branch, Doha, Qatar


January 25, 2012

Business Communication and Presentation Skills


Doha, Qatar


November 27, 2011 – November 30, 2011

Counterfeit Detection Seminar – Central Bank Representative


Bank of the Philippine Island Buendia Center

2010





On-the-Job Training: Allied Banking Corporation


Recto Branch, Sampaloc, Manila

Personality Development Part II: “Image 101”


University of the East Briefing Room, C.M. Recto, Manila


February 17, 2010

Personality Development Part I: “Good Grooming and Hygiene”


University of the East Briefing Room, C.M. Recto, Manila


February 11, 2010

Business Lecture: Ethics and Corporate Governance By Mr. Gregorio S. Navarro and Mr. Sonny B. Coloma


University of the East Theatre, C.M. Recto, Manila


December 11, 2009
Skills and Interest
Proficiency in MS Office, Excellent communication and listening skills, Honest and Trustworthy, Accuracy and Attention to detail and Ability to analyze and research information.
Extracurricular and Achievements
Top Performer Retail Banking (MASHREQ BANK)

· 2014 ( January )

· 2013 ( April and November )

UE - Junior Financial Executives

· Member (2008 – 2009)

· Vice President for External Affairs  (2009 – 2010)
Junior Confederation of Finance student Association of the Philippines

· Vice President for Marketing (2009 – 2010)
Young Entrepreneurs’ Society – UE

· Member (2009)
Personal Circumstances

Age


: 25 years old

Date of Birth

: 20 November 1989

Place of Birth 

: Tanza, Cavite

Gender

: Male

Religion 

: Roman Catholic

Civil Status

: Married
Nationality

: Filipino

Height


: 5’ 8’’

Weight


: 156 lb

Resident Status
: Tourist Visa
Personality Strength
 
I am a person with strong personality with positive and friendly attitude. I possess good communication skills, hardworking and I am able to work under pressure. Well – organized and able to handle various tasks simultaneously. Dedicated and focused person when it comes to work.

