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WORK EXPERIENCES:
RELATIONSHIP OFFICER
(FOREX/Loans/Investments/Credit Cards/Treasury/Insurance)
HUMAN RESOURCE, ADMINISTRATIVE/PAYROLL ASSISTANT
Highly methodical and process driven professional. Strong business development, marketing and commercial instincts. Ability to foresee opportunities in the market and convert them to commercial saturation. Highly motivated to deliver quality Commitment to excellence in surpassing financial and service objectives. With a head for numbers and business, a flair for sales, decisive, honest and trustworthy and discreet in ensuring confidentiality of job-related matters. Ability to work under pressure and adjust quickly to changing priorities. Proficient in Microsoft Windows, MS Office application, MS Powerpoint. Speaks 2 languages - English and Filipino .
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KEY SKILLS AND ACHIEVEMENTS
Comprehensive knowledge of the banking, Human Resource, Administrative & Payroll  process and procedures. Knowledge of Operational Risk Aspects especially Process and System Risk.  Knowledge on General Accounting.  Customer Service, Attention to Detail, General Math Skills, Verbal Communication, Integrity, Selling to Customer Needs, People Skills, Banking software systems proficiency. Data analysis and financial modelling skills.  Credit analysis and FOREX skills. Strong relationship building skills.• Negotiations, communication, and influencing skills 

HIGHLIGHTS:

Qualifier to the PNBlife Insurance Sales Contest dtd. April 2014

Awarded 18th placer in the PNBlife insurance Healthy Ka Pinoy incentive promo against 630 contending branches nationwide

Product Mastery Program (General Knowledge on Banking, Anti-Money laundering, Customer Service, Consumer loans, Advanced Electronic Banking, Remittance, Trust products, PNB Credit cards, Loans and Trade, Treasury, Consumer loans, Current Account, Saving Account)
SALES ACHIEVEMENT:
Achievement rate of 102% on Deposit (casa & term) against 2013 full year target .

Able to achieve  82% on  Deposit (casa & term) against 2014 Full Year target in a short span of 5 months only. Remaining 18% of the Deposit target was hit before   first semester of 2014 ended.

CAREER HISTORY
	RELATIONSHIP OFFICER | Philippine National Bank 


 


	June 1, 2004 to Aug. 31, 2014


· Provides assistance to the Manager in  marketing efforts for the achievement of branch sales and boosts profits

· Identifies new clients and ensure the proper articulating of the value-add  services/ products and relationship  in order to attract new clients and increase the size of the sub-department’s portfolio and market share.
· provide excellent  customer assistance to clients through handling promptly and efficiently their enquiries, feedback and complaints, in a timely and professional manner 
· Prepare customer service reports

· Conduct analysis on clients’ financial health and needs as well as their industries/ markets on regular basis in order to identify lending, selling, and cross-selling opportunities and improve bank’s profitability. 

· Provides report to the Manager on variance analysis of branch operations performance in comparison with target levels.

· Provide Sales report on weekly/monthly basis  for management review.

· Conducts daily interactions with clients and provide superior CUSTOMER SERVICE  to improve clients’ experiences, grow assets and liabilities, and maximise banks’s profitability. 

· Identify early warning signals and take remedial action to mitigate any credit risk in the portfolio. 

· Assists the Manager in coaching  all sales staff to increase sales productivity and cross selling.
· Supports the Manager in strictly monitoring adherence of the branch to the bank’s policies, rules and procedures as mandated in the bank operations manual and rules & regulations of the regulatory bodies.

	· Assist in coordinating service provisions with other sub-departments/ departments in order to ensure efficient turnaround of transactions and that clients’ enquiries and documentation needs are met in a timely manner. 

· Conduct credit assessments/ appraisals and initially performs  the processing of  credit requests for new clients to ensure a quality and timely credit utilisation process. 
· Ensure that the Bank is in possession of all required facility documents duly executed by the client. 

· Identify opportunities for continuous improvement of systems, processes, and practices while taking into account leading finance practices, improvement of business processes, cost reduction, and productivity improvement. 

· Follow all relevant sub-departmental policies, processes, standard operating procedures, and instructions so that work is carried out in a controlled and consistent manner.
·     
	

	BANK TELLER | Bank of the Philippine Islands                                                                                June 25, 1995 to Sept. 30, 1997

	


· Receives and pays out money, as well as accurately keeps records of money and negotiable instruments involved  in various bank transaction 
· Receives checking and savings deposits/withdrawals: verify cash and endorsements, receive proper identification for cash back and issue receipts of deposit

·  Examine checks deposited and determine proper funds availability based on regulation requirements and complete hold notices

· Carry out smooth and error -free transactions within the branch, ensuring all activities are completed within timescales and with a high degree of accuracy.
· Encash checks: verify endorsement, receive proper identification and ensure validity.
Identify counterfeit currency

· Answer basic customer inquiries regarding interest rates, service charges and account histories while complying with disclosure requirements, regulations and consumer privacy policies

· Provide information and guidance to customers through the delivery of excellent customer service to resolve customer queries and achieve customer satisfaction.
· Cross-sell bank products and services

· Accept loan payments: verify payment amount and issue receipts

· Request and transfer currency from the vault as necessary, ensuring that teller drawer cash limits are not exceeded 

· Ensure teller station is properly supplied

· Balance and update savings passbooks. 
· Follow procedures for removing accounts for dormancy. Balance drawer daily, including periodic batching of cashed checks.
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ADMINISTRATIVE/PAYROLL ASSISTANT – Norasia Equipment Sales Services Inc.	October 15, 1997 to June 30, 2003


HR/ADMINISTRATIVE ASSISTANT – Metro Manila Retreaders Inc.			October 16, 1990 to March 31, 1995











>Responsible for the preparation and processing of biweekly payroll 


>review and ensure accuracy of approved timesheets; track and deduct all garnishments and other special payroll deductions 


>Responsible for the coordination efforts between payroll, human resources, budget and other departments to ensure proper flow and maintenance of employee data (including preparation/distribution of detailed reports, e.g. labor" home" work, overtime, leave balances, head count, and retirement contribution reports) 


>Handle the administration of the electronic timekeeping system. Setup each employee, valid programs for each employee's charges; monitor submissions of approved timesheets, ensure valid data transfers to/from payroll service 


>Establish/maintain employee records; ensure that employee changes are entered correctly and made on a timely basis; review changes for proper authorization and adherence to  compliance on state/local regulations 


>Performs administrative duties for executive management





>Ability to screen calls; managing calendars; making travel, meeting and event arrangements





>Prepare reports and financial data when necessary





>Oversees and administers the day-to-day activities of the office; develops policies, procedures, and systems which ensure   productive and efficient office operation





>Serves as the primary point of administrative contact and liaison with other offices, individuals, and institutions on operational and programmatic matters concerning the office.





>Performs research and analysis on specific issues, as required, and independently prepares non-routine letters and/or reports, which may be highly sensitive and confidential in nature.





>Training and supervising other support staff; Creating or updating presentation software files





>Tracking budgets and expenses, and communicating with external creative service providers. 





>Involve  in monitoring activity and posting content for an organization's social media channels





>Maintains department database records





>Controls the incoming and outgoing documentation process and maintaining files and project reports





>Maintains solid customer service and relationships by handling questions and concerns with speed and professionalism





>Screens telephone calls, schedules interviews, conducts Internet research to locate potential job candidates, scans resumes, assists with planning new employee orientations, compiles materials and maintains employee database records.





>Provides assistance and support to the management in problem solving, project planning and management, and development and execution of stated goals and objectives.





>Supervises the work of employees in supporting roles, including assigning workload and monitoring employee performance.





>Organizes and facilitates meetings, conferences, and other special events; coordinates and attends committee meetings, and participates in committee discussions, as appropriate.





>Oversees the operation of office accounts, and plans and monitors expenditures; as appropriate, develops and/or coordinates budgets for the office and associated accounts.





>Assists in the coordination, supervision, and completion of special projects, as appropriate.





>Performs miscellaneous job-related duties as assigned.
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