[image: image1.png]



SUMMARY OF SKILLS:

· Windows 95, 98, 2000 and XP operating systems

· Knowledgeable in Microsoft Office (2000, 2003)

Microsoft Word. Excel. PowerPoint

· 60wpm Encoding/Typing speed
KEY SKILLS EXPERTISE:

· Credit Operations and Collection Management

· Banking Services includes Teller/Cashier and Cash flow Management

· Good knowledge of loans and collection strategies, the accounting entries and the typical transaction flows. 

· Ability to refer to loan and collection documentation for loan and collection structure/parameters

· Awareness of operational risks and controls.

· Strong analytical and problem solving skills.

· Ability to learn and adapt to complex state-of-the-art loan processing and collection systems.
· Familiar with payment systems.
· High degree of initiative and a passion to perform in a dynamic and fast pace environment

· Customer Relations/Services Oriented

· Office Operations supervision/administration
· Marketing of Products and Services

· Product Planning and development

· Provides administrative assistance
· Multi-tasking capability

PROFESSIONAL EXPERIENCE:

CASHIER- April 2009 to present
Golden Goal Undertaking Services, LLC/ Al Jazira Club

Abu Dhabi, UAE


Job Description:

1. Cashier counter assignment performing the following duties and responsibilities:

a. Receives cash and releases payments to clients/customers

b. Responsible for cash security deposit and daily revenue for remittance to the main office &/or for bank remittances
c. Cash flow management/Financial/Sales report of the counter
d. Control over cash and tickets
e. Data entry into the company ERP system

f. Documents processing

g. Customer inquiry reception

h. Organizes files, records and system updates

CASHIER/Branch Officer-in-Charge – July 2004 to November 2008

San Jose del Monte Kooperatiba ng Bayan sa Kaunlaran (Cooperative-Bank)
Poblacion, City of San Jose del Monte, Bulacan, Philippines


Job Description

1. Branch Office Assignment performing multi-tasking duties as follows:
a. Receiving Cash and Checks for deposits and payments
b. Issuance of Official Receipts and Passbooks for New Accounts

c. Releasing of Cash/Checks of Loan Releases and savings/time deposit withdrawals

d. Cash Flow Management/Financial reports
e. Data Entry to the company system  

f. Basic Accounting and Bookkeeping of branch records 

g. Branch office administration

h. Preparation of Branch office accomplishment report
i. Products and services marketing, conducting pre-membership seminar
Loan & Collection Officer – May 1997 to June 2004
San Jose del Monte Kooperatiba ng Bayan sa Kaunlaran (Cooperative-Bank)
Poblacion, City of San Jose del Monte, Bulacan, Philippines

Job Description:
1. Collection Officer performing the following duties and responsibilities:

a. Collection Monitoring

b. Complying with Board approved policies and collection procedures

c. Computation of loan repayment schedule

d. Preparation of  letter/reminders for current and past due accounts

e. Follows-up and reminds client/customers with current and past due accounts

f. Organizes files, records and system update

      2.   Loan Officer performing the following duties and responsibilities:
a.    Loan Administration 

b. Complying with Board approved policies and operational procedures

c. Membership Screening and Loan approval

d. Provides timely summary of reports

e. Credit Rating Scale and Merit System Analysis
f. Completing full applications, thorough investigations and analysis on all loans
· Documentation of Loan Applications (includes personal loans, business loans etc.)

· Preparation of Property Appraisal Report (Real Estate Mortgage)  

· Documentation of Real Estate and Chattel Mortgages
· Statistician (Membership profile report)

· Organizes files, records and system updates

Office Clerk/Secretary-September 1995-March 1997
Office of the Corporate Secretary, China Banking Corporation

Paseo de Roxas, Makati City 

Job Description:
1. Assists the Executive Secretary in performing the following duties and responsibilities:

a. Preparation of the monthly corporate meeting agenda

b. Preparation of the Board of Directors minutes of the meeting

c. Preparation of Resolutions approved during the meeting 
2. Screening of calls, emails and full diary management

3. Arrange meetings and guest reception

4. Sustain communication among employees and department managers

5. Prepares business correspondence 

6. Ensures office supplies and frequently used documents are available

7. Arrange business trip both international and local

8. Maintains an effective filing system and detailed database of contacts/ clients

9. Receives, encodes and process requisition request
EDUCATION
Bachelor of Science in Business Administration – Management
1st Dean’s Lister and Leadership Awardee
St. Louise College, City of San Jose del Monte, Bulacan

Phase H, Francisco Homes, City of San Jose del Monte, Bulacan, Philippines
2004-2008

Computer Secretarial Course
Cora Doloroso Career Centre
Recto, Manila, Philippines
June 1995- January 1996

Associate in Preparatory Dentistry

Centro Escolar University, Mendiola Manila
1993-1995
PERSONAL INFORMATION

Visa Status
:  Transferable (with NOC)
Nickname
:  Jaz

Age

:  32
Civil Status
:  Married

Date of Birth
:  February 26, 1977

Weight

:  52 kgs

Height

:  5’1

Nationality
:  Filipino

No. of Dependent
:   1
JASMIN 


Email Address: � HYPERLINK "mailto:jasmine.87900@2freemail.com" �jasmine.87900@2freemail.com� 








