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CAREER OBJECTIVE:
· To pursue a career in the field of Business Administration that offers me an opportunity for career growth.
· Obtain a position I can maximize my management skills, quality assurance, program development, and training experience.
Qualifications
· Computer literate (MS Excel, MS Word, MS Power Point, Outlook)

· Easily adapt with different working environment and can work well with multinational team and under pressure.

· Good experience on customer-care related services, people motivation 

· Self-motivated and result oriented individual with a positive attitude.

JOB EXPERIENCE:
Collection Teller
LBP Service Corporation (MIAA or Manila International Airport Authority)
Makati City, Philippines
December 1, 2013-December 6, 2015
Duties and Responsibilities
· Examine checks for endorsements and to verify other information, such as dates, bank names, identification of the persons receiving payments, and the legality of the documents.

· Receive checks and cash for deposit, verify amounts, and check accuracy of deposit slips.

· Count currency, coins, and checks received, by hand or using currency-counting machine, to prepare them for deposit
· Receive and count daily inventories of cash, drafts, etc. 
· Ensure that the cash drawer is balanced and maintained at all times
· Take advantage of sales opportunities to attract new customers
· Post all cash and credit card entries into the database
· Stamp receipts and verify that the customer is who he or she claims to be
· Providing quality customer service by attending the customer’s needs/ inquiries with customer satisfaction.


Administrative Assistant
Cd-r King Trading Corporation
Batangas, Philippines
June 2011 - November 2013
Duties and Responsibilities:
· Monitoring and handling office supplies, keys, forms, uniforms, etc.  

· Updating and sorting daily time records, files and documents.  

· Sort and distribute incoming mail to areas and staff within the organization and dispatch outgoing mail

· Write business letters, reports or office memoranda using word processing programs
· Answer telephone inquiries from customers, attend to visitors and assist other staff in the organization with their enquiries

· Performing clerical jobs such as printing and photocopying documents, faxing and attending telephone calls. 

· Preparing/creating spreadsheets, reports and presentations

EDUCATIONAL BACKGROUND:
Bachelors Degree:
Bachelor of Science in Business Administration 
Major in Financial Management
Lipa City Colleges
Batangas, Philippines
Batch 2011 
PERSONAL INFORMATION

Date of Birth
:     8th December 1990
Age

:     25 years old

Civil Status
:     Married
Nationality
:     Filipino

Languages
:     Filipino and English
Visa status 
:     On Tourist Visa


I hereby affirmed that all information supplied herein is true and correct to the best of my knowledge and belief.
