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Career Overview
To acquire a competitive position where an innovative, results-oriented professional with over 7 years of extensive experience in office settings and capable of creating problem-solving, utilization of critical thinking skills and effective communication expertise will enable to contribute to the company’s objectives.
EDUCATION
Bachelor of Science in Business Administration Major in Human Resource Development Management / Technological Institute of the Philippines / SY: June 2010 - March 2013
Bachelor of Science in Tourism / Our Lady of Fatima University / SY: 2002 - 2003
SKILLS
· Ability to manage multiple tasks simultaneously 
· Skills in time management, stress management and workload management 
· Excellent customer service oriented 
· Ability to communicate effectively and professionally with key stakeholders 
· Ability to follow-through and work on tasks with limited supervision 
· High level of maturity and sense of responsibility 
WORK EXPERIENCE
Maybank Philippines Inc.
Loan Servicing Assistant
November 2013 –March 2015
· Checking of Pre-Approval documents – Actual loan servicing. 
· Assist client and process to claim personal loan (discuss the approve loan terms and condition, checking all original documents submitted and signing of legal documents.) 
· Performs bank checking and employment verification. 
· Encoding of Post dated check details and printing of PDC’s. 
· Printing of disclosure statement, promissory note and amortization schedule. 
· Checking of Post-Approval documents – Actual loan servicing. 
· Releasing client Managers check 
· Forward printed disclosure statement to authorized signatory of the bank signing. 
· Dispatching of PN/DS/Amortization schedule to security unit and borrower thru cencom. 
· Prepares transmittal 
· Filing of documents and credit folders. 
· Prepares monitoring report for actual time in and out of client. 
· Review of branch accounts. 
· Servicing of branch accounts. 
· Prepares and manage reports and documents. 
National Telecommunications Commission
Practitioner
December 2012 - February 2013
· Undergone on-the-job training and performed wide range of administrative tasks under supervision to gain experience and knowledge in preparation and as a requirement for the practicum course. 
Sterling office Services., Inc.
Admin Staff / General Secretary
February 2003- October 2009
· Prepare and manage correspondence, reports and documents. 
· Communicate verbally to answer inquiries and provide information. 
· Coordinate the flow of information both internally and externally. 
· Operate office equipment and manage office supplies. 
· Arrange and confirm appointments. 
· Handle incoming mail and other material. 
· Set up and maintain filing systems. 
· Prepare and process vouchers, payables, billings, check releases, etc. 
· Performs a broad spectrum of administrative tasks such as issuance of certificate of employment and memos, filing and maintaining monetary and non-monetary reports and records, distribution of employee’s monthly cash salaries and resolving and entertaining employee’s complaints and coordinate it back to higher operation for resolutions. 
	
	
	PERSONAL DATA
	

	Age:
	29
	Height:
	157 .48 cm

	Date of Birth:
	June 29, 1985
	Weight:
	54.43 kg

	Gender:
	Female
	Nationality:
	Filipino

	Civil Status:
	Married
	Religion:
	Catholic


