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ALFIE 
Position Applied for:  Accountant/Accounts Assistant/Cashier

Objectives: 
     I am looking for a career in General Accounting/Banking  and/or Information Technology. I am more interested in learning how such is applied in a real world. I also wish to adopt and to develop within the organization I am in.
Employment Record:
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Company :
CTBC Bank Corp, -Philippines

Position: 
Senior Customer Service Associate 

Period: 

Jan. 16, 2008 to Feb. 12, 2016

JOB DESCRIPTION   

Business/Function
: 
Retail Banking Group

Unit



:  
Branch Banking Operations

Position Title

:  
Service Officer 

Reports to

:  
Service Manager

Supervises

:  
Service Associates

FUNCTION:

A. Provides competent and error free service to both external and internal clients of the branch.

B. Assists the Service Manager in planning, organizing supervising, reviewing and directing the work of the section by allocating duties and providing appropriate instructions and guidance to the rest of the branch members in order to ensure work objectives are met timely, effectively and efficiently.

C. Performs checker/authorization function on transactions requiring at least two authorized branch personnel.

D. Ensures agreed service targets with the branch's internal and external clients as outlined in the branch's SLAs (Service Level Agreements) are consistently met.

E. Identifies risk areas and processes for improvement and recommends with the intention of addressing the risk while providing quality service to the clients.

F. Co-administers and suggests policy enhancements that will improve customer service delivery.

G. Manages and continuously train human resources to deliver competent and efficient service to clients in line with bank's service objective, sales growth and profitability.

H. Develops, manages, executes and monitors service strategies in accordance with Bank's policies and procedures. 

I. Should always project professionalism, office decorum and acceptable physical appearance in the daily discharge of functions.

J. Practices the highest degree of customer service satisfaction.

Company :
Hokei Subic Corporation

Position: 
Accounting Staff / Treasury Officer

Period: 

May 18, 2007 to Dec. 22, 2007

Job Summary

     Work under the supervision of Accounting Head and Assistant Admin Manager and responsible for handling and preparation of vouchers payable and check vouchers of Hokei Subic Corp, Northon Subic Corp., and Philippine Ocean Business for various request for payment, prepare fax transmittal and withdrawal slip for cash payment and wait the approval from Taiwan and preparation of expanded withholding tax schedule and 2307 form for BIR (Bureau of Internal Revenue), handling petty cash fund as Treasury Officer, bank transactions and daily cash position of Peso Savings, Current and Dollar Account of the company and handling books for depreciation and import & export transactions.

Company: 
Fortune Medicare, Inc

Position: 
Accounting Staff

Period: 

Sept. 02, 2004 to Feb. 16, 2007

Job Summary

     Work under the supervision of Accounting Supervisor & Assistant Vice President - Accounting and responsible for the preparation of disbursement vouchers for various request for payment, journal vouchers for the membership fee payment of individual members, preparation of monthly input vat and expanded withholding tax schedule and payroll of company security guards, messengers and contractuals of the company.

Duties and Responsibilities

a) Preparation of Disbursement Vouchers for payment of affiliated companies, cash advances of officers and employees, various supplier, telephone and other communication expenses, water & electric consumption and other expenses. 

b) Preparation of Disbursement Vouchers for replenishment of Petty Cash Fund, Travel Fund and Reliever's Fund of Clinics.

c) Preparation of Debit Memo for cash advance of officers and employees, affiliated companies and others.

d) Preparation of Journal Vouchers for due to affiliated companies, suppliers and membership payment.

e) Preparation of monthly in-put vat schedule for various rental, supplier and other source of vat.

f) Preparation of withholding tax expanded schedule.  

Company: 
Dunlop Slazenger Phils.

Position: 
Machine Operator

Period: 

March 2003 - Aug. 2003

Job Summary

     Work under the supervision of Line Leader and Production Supervisor and responsible to operate forming machine which produce the main raw materials for manufacturing tennis balls the "half shells". And also prepare daily output summary and maintaining the cleanliness and maintenance of production area and machine.
Educational Background

College:

Polytechnic University of the Phils. - Bataan

Course:

Bachelor of Science in Accountancy

From 1999 - 2003

High School:
Cabcaben Mariveles High School

From 1994 - 1998

Elementary:
Alasasin Elementary School




From 1988 - 1994

Personal

Date of Birth

:




Feb. 17, 1981

Age



:




35

Civil Status

:




Married

Citizenship:

:




Filipino

Religion


:




Christian

Languages

:




English and Filipino

Visa


:




Tourist Visa
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