[image: image1.jpg]



Editha
Editha.366547@2freemail.com  
CAREER OBJECTIVES:
    To deliver a good performance to the field I chose to work in, to excel in whatever responsibilities given to me, to gain learning’s and to develop my personality. Enhance my abilities, skills, knowledge and share it to others, to oblige myself in committing and prioritizing my job, also to show good examples of being optimistic and Christ centered employee. 
WORK EXPERIENCES:

Wild Format Inc.




March 2016 – February 2017
Accounting Assistant

2637 Bautista Cor. Zobel Roxas Sts.,

Singalong, Manila
Responsibilities


As Accounting Assistant, we are responsible for keeping financial records updated, preparing reports and reconciling bank statements. Provide administrative support to accountants, undertaking all the clerical tasks such as typing, filing, making phone calls, handling mail and basic bookkeeping. Prepares bank deposits and also manage the disbursements, expense vouchers and receipts and petty cash transactions.
Robinsons Bank Corporation



February 2003 – February 2016

Bank Cashier / Sales and Service Supervisor / BOO

111 G/F Paseo de Roxas Condominium, 

Paseo de Roxas Street, Legaspi Village,

Makati City, Philippines

Responsibilities
As Sales and Service Supervisor, we are responsible for directing, coordinating and supervising the operational and accounting activities of the Branch to achieve its established objectives and targets. 
We are assigned for securing documents and authenticity of the people concerning the bank, also projecting a good communication skill that opens opportunities for additional prospective accounts.

Union Bank of the Philippines



November 1997 – May 2002
New Accounts / Teller / CSA
Aguirre Branch

Republic Glass Building, 
Aguirre Street, Legaspi Village
Makati City, Philippines
Responsibilities

As Customer Sales Assistant we used to deal with the clients, we are considered front liners and responsible for marketing and operations, committed for the non disclosure of banks privacy and policy with the clients. 


Being flexible, focus and adoptable to different nature of transactions are very important. Handling and delivering of accurate services to clients.

SEMINARS / TRAININGS ATTENDED: 

Know Your Money and Counterfeit Detection Seminar
Currency Management and Operations Seminar

3rd Currencies and Counterfeit Detection

Basics on UITF
Performance Management Seminar

Achieving Customer Service Excellence Workshop

SKILLS: 

· Adaptive to different culture and personality of people

· Capable of handling pressure and resourceful at any circumstances

· Extremely productive in a high volume, high stress environment

· Good communication skills in English and Filipino 
· Ability to utilized the software of a computer using Microsoft Excel, PowerPoint and Ms Word
· Knowledgeable with As400, BDS 

· Knowledgeable in Finacle
___________________________________________________________________________________

     I hereby certify that the above information is true and correct to the best of my knowledge and belief.
