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 OBJECTIVE:
     To continue my career with an organization that will utilize my management, administrative and leadership skills to benefit mutual growth and success.
 ACHIEVEMENTS:
· As Internal Quality Auditor for UnionBank’s Quality Management System, I significantly contributed to the bank’s success in obtaining the ISO 9001:2015 Certification from TUV Rheinland last 2015.
· Effectively managed a role as Deputy Head for Branch Operations Management's reward system wherein said project has elevated the performance level of personnel.
· Successfully handled a division in a region which consists of 3 branches, where Compliance and Service Quality has been rated Excellent.
· Headed a branch which was awarded with Operational Excellence for having a zero negative finding in Audit/Compliance for 2 consecutive years (2011-2012).
· An MBA degree holder with a corporate rank of Manager and a consistent recipient of an Excellent Performance Rating.

 SKILLS & QUALIFICATIONS:
· Good command of English language both in verbal and written
· Computer proficient: Microsoft Word, Excel, PowerPoint and Internet
· In-depth experience on Finacle Core Banking System
· Highly receptive to new ideas and a fast learner
· A people-oriented team player and dedicated leader
· Strong attention to detail and works effectively under pressure
· Customer focused and able to multitask efficiently
 WORK EXPERIENCE:
     (UBP)
     Ortigas Center, Pasig City
Service Operations Officer – Branch Operations Manager Pool (SOO-BOP)

April 2012 – February 2016 (3 years, 10 months)
· Assists the Region Service Operations Officer (RSOO) in ensuring service continuity by providing skilled relief manning among branches within the region.
· Conducts process improvement studies/projects to continually improve operations efficiency, productivity and to reduce costs.
· Performs investigations and reconciliation of reported problems, complaints, discrepancies, irregularities and errors and prepares/submits appropriate corrective measures.
· Assists branches/operating units in rectifying audit findings.
· Trains branch personnel on operational matters, whether in formal training or in informal tutorial sessions.
· Assigned as Internal Quality Auditor, facilitates the internal quality audit of Branch Operations Management’s Quality Management System for ISO 9001:2015 certification.
Branch Manager (BRM)

September 2008 – April 2012 (3 years, 7 months)
Responsible for heading the day-to-day supervision of branch operations and service delivery, including proper observance of the Bank’s Code of Conduct and other policies.
Service Quality
· Monitors the service quality level of the branch and eliminates all factors that get in the way of efficient service delivery.
· Monitors clients’ complaints and sees to it that they are acknowledged, immediately addressed and resolved to the client’s satisfaction.
· Anticipates potential problem situations, draws plans to address such and continuously explores opportunities for improvement.
Operations Efficiency, Productivity and Compliance
· Ensures enforcement of joint custodianship and dual control over cash in vault, safes and vaults, accountable forms, collateral documents, dormant accounts, etc.
· Ensures that clients are advised of RCOCI and returned check deposits and that disposition is actually made at or before the cut-off time. 
· Ensures daily that Subsidiary Ledgers of accounts are in agreement with the FMS balances.
· Prepare, inputs, and balances back-office entries, temporary accounts are properly reversed.
· Prepares the monthly Branch Control Self-Assessment and immediately undertakes measures to address or correct risk items.
· Attends to internal auditors, BSP examiners and other external inspectors/reviewers.
· Investigates, prepares and submits reports, on actual or suspected cases of fraud, irregularities and other incidents causing actual or potential losses.
Management of People and other Resources
· Manages and supervises branch staff, ensures that they are properly trained and potentials are developed; recognizes and rewards (or recommends rewards for) service and performance contributions, including performance appraisal.
· Prepares/recommends, in coordination with the Business Manager, branch plans and budget allocations.
· Participate in branch administrative proceedings, including execution of proper penalties.
· Responsible in the selection of branch personnel in accordance with the hiring and selection criteria and procedures of the Bank.
· Ensures proper upkeep of branch premises and equipment.

Sales and Service Officer (SSO)

April 2008 – September 2008 (5 months)
· Responsible for sales fulfillment and ensures retention of accounts and solicit additional business from existing and walk-in clients. Initiates measures to be adopted to support sales/marketing.
· Primarily responsible for the administration of the Branch Delivery System. Performs KYC and account opening procedures.
· As branch cash custodian, responsible for maintaining adequate control and optimum cash level. Accurate recording of cash transactions and accounting of balances.
· Manages and supervises the branch’s Sales and Service Associate/Assistants.
Sales and Service Assistant (SSA)

August 2003 – April 2008 (4 years, 8 months)
· Tellering functions: accepts deposits and bills payments/collections, pays encashments and withdrawals within delegated limits, and secures officer approval beyond authorized limits.
· Explores and takes advantage of every opportunity to cross-sell the Bank’s products and services to clients inquiring and/or transacting with the branch.
 EDUCATION:

2006 – 2012
Pamantasan ng Lungsod ng Maynila (University of the City of Manila)



∙ Master in Business Administration (MBA)



∙ Bachelor in Business Management

1999 – 2003
Pamantasan ng Lungsod ng Maynila (University of the City of Manila)



∙ Bachelor of Science in Psychology

1995 – 1999
Notre Dame of Greater Manila (Kaloocan City, Philippines)



∙ Graduate of Secondary Education
 TRAININGS & SEMINARS:
           November 28, 2015
ISO 9001:2015 Awareness – Quality Management System




UnionBank of the Philippines-Branch Operations Management

January 14, 2015

Anti-Money Laundering Act Seminar




Bangko Sentral ng Pilipinas-AMLAC (Central Bank of the Philippines)

June 10 – 11, 2014
Six Sigma Orange Belt Certification Program




UnionBank of the Philippines-Business Process Management

May 31, 2014

Internal Quality Audit Training – ISO-QMS




UnionBank of the Philippines-Branch Operations Management

May 17, 2014

ISO 9001:2008 Awareness – Quality Management System




UnionBank of the Philippines-Branch Operations Management

June 16 & 23, 2012
Keys to Great Managing Workshop




UnionBank of the Philippines-HRDD
 PERSONAL INFORMATION:
Date of Birth:                                    11 September 1982
Nationality:


      Filipino
Civil Status:                                        Married
Religion:                                             Roman Catholic
 CHARACTER REFERENCE:
Available upon request
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