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MELVIN CADUA TABANAN 
#682 Sapphire St. Villa Nicasia I Subd. Imus, Cavite                                           
09177600724
December 18, 1975

A progressive, goal-oriented and focused person. Also, into music and a Forum Administrator of a group of musicians.
WORK EXPERIENCE

July 1, 2020 to Present


Loan Officer






One Unified Rural Bank of Cavite






Head Office – Gen Trias, Cavite

· Evaluates and prefer approval of Business, Real Estate, MICROFINANCE and credit loans.
· Investigates/Interview Client Information and Background

· Conducts Lectures and Seminars for Branch Managers, MicroFinance Account Officers and Clerks.

· Validate client’s financial information

· Prepares financial spreadsheet for loan application

September 2019 to June 30 2020

Credit Investigator/Appraiser/Loan Officer





Bangko Noveleta Inc.,A Rural Bank






Poblacion, Noveleta, Cavite

· Surveys area for potential clients
· Investigates/Interview Client Information and Background (includes CIC and NFIS)
· Validate client’s financial information

· Conducts property appraisal

· Evaluates and prefer approval of Business, Real Estate, MICROFINANCE and credit loans.
· Investigates/Interview Client Information and Background

· Conducts Lectures and Seminars for Branch Managers, MicroFinance Account Officers and Clerks.

· Validate client’s financial information

January 2015 to present


Accounts Officer MicroFinance Department





Bangko Noveleta Inc.,A Rural Bank






Poblacion, Noveleta, Cavite

Job Responsibilities: 

· Surveys area for potential clients
· Conducts seminars for microfinance borrowers

· Process application of loans

· Monitors microfinance accounts

· Manage collections of payments for clients

June - December 2007 


Customer Service Associate
 




Globe Telecom
 




5/f Globe Telecom Plaza2
 




Pioneer Highlands, Mandaluyong City

Job Responsibilities: 

· Accepts incoming subscriber calls.
· Process subscriber requests and inquiries.
· Investigate and validate subscriber complaints.
· Provides call-out to provide status of subscriber complaints for those that are escalated to other groups (e.g. Wireless & Wireline Network Related endorsed to Technical Investigations Group).
May 2003– December 2004

Payroll Staff / ES Department





Intel Tech. Phils. Inc.






Gateway Business Park





Javalera, Gen. Trias, Cavite

Job Responsibilities:




· Handle meal tickets – for employees every month.
· Process SSS updates of employees with delinquent records.
· Updates and process Tax Exemption for all employees (2305 forms)

· Process timecards of OJT’s before payroll processing
During Payroll Processing:

· Uploads and validate Arrear Health Bonus of Non-Exempt employees 




· Zero net pay analysis

· AHB analysis

· Printing of payroll reports  




· Banklist preparation

January 2003 – March 2003

Corporate HMO Staff/Marketing Department






Our Lady of the Pillar Medical Center






Tamsui Avenue, Bayan Luma, Imus, Cavite

Job Responsibilities:






· Involves the over-all marketing of the company

· Assist patients with accredited HMO Cards

· Compute the billings net of Phil Health for patients with HMO Cards

· Updates corporate & HMO accounts

June 2002 – December 2002

Timekeeper/ Payroll & Benefits





SCAD Services (S) Pte., Ltd.






EPZA, Rosario, Cavite 4106

Job Responsibilities:






· Maintains and updates attendance cards of all employees

· Checks daily attendance of employees and confirms the same with supervisors and prepares daily report for each department / division.

· Checks status of employees with long period of absences without permission.

· Posts leaves, tardiness, suspension and undertime as they are incurred in employee attendance card.

· Processes application for sick leave / vacation leave.

· Posts all entitlements and availment of sick leave / vacation leave benefits in the individual ledger.

· Maintains, file and distributes sick / vacation leave application.

· Prepares semi-annual attendance summary of individual employees.

· Prepares and typewrites memoranda on tardiness, absence without permission, vacation / sick leave entitlements.

· Posts daily overtime work rendered against corresponding overtime work authority.

· Performs other duties that may be assigned from time to time.




Benefits Assistant / Payroll & Benefits

Job Responsibilities:

· Handles inventory and distribution of uniforms – for regular employees every cut-off; for OJT’s who passed every 3 days after cut-off date.
· Handle meal stubs – for employees every cut-off date; for those who passed OJT’s 3 days after cut-off dates; for those going on overtime on Sundays and Holidays; deletion and inclusion of mealstubs for resignees/EOC’s and new hirees as well; process payment of canteen billings.

· Assist in HMI hour held once a week; facilitate applications of newly organized employees and additional dependents; process payment of HMI billings; prepare reports to payroll re: HMI contribution of employees and dependents; monitor HMI refund for resigned and terminated employees.
· Process Emergency loans for regular employees.
· Process SSS updates of employees with delinquent records.
· Prepare pro-rata VL/SL credits of regular employees after one year of service with SCAD.
· Assist payroll in distributing payslip for employees with payroll complaints.
· Assist payroll in facilitating SSS updates of employees with delinquent records.
· Assist timekeepers in dealing with employees like distributing call-in slips. Inventory of HRD forms and other tasks that may be assigned from time to time.
2000-2001 Operations Manager

Patindig Araw Plaza Carwash Station

Patindig Araw, Imus, Cavite

Job Responsibilities:

· Supervises all activities inside and outside the workplace.

· Provides check and balance with the cashier and the accountant.

· Maintains smooth relationship among the partners and employees.

EDUCATIONAL BACKGROUND

2008 – 2010



BSC Nursing






Laguna North Western College






San Pedro, Laguna
2001 – 2003



33 units in MBA, 
Philippine Christian University





Dasmariñas, Cavite

1998 – 2002



Bachelor of Science in Commerce






Major in Business Management






Imus Institute 
Imus, Cavite


· Graduated with Honor
· Academic Excellence Award 

(Mayor’s Office)

1992-1993 Del Pilar Academy

Imus, Cavite

1988-1991



St. Andrew’s School









Paranaque, Metro Manila

1982-1988 St. Mary Magdalene School

Kawit, Cavite

SCHOOL AFFILIATIONS

· President – Adhoc Committee Summer Organization


· Vice President - Aggregate Management Circle

· Level Representative – Campus Student Government

PERSONAL AFFILIATIONS

· Senior DeMolay, International Order of DeMolay (Emilio Aguinaldo Chapter)

· Past Master Councilor 1992-1993

SPECIAL SKILLS

· Computer Literate (MS Word, Excel, Powerpoint, Access, Internet and Visual Basic)
· Civil Service Examination Passer (Subpro and Professional)

SEMINARS ATTENDED:

Anti-Money Laundering (AMLA) on June 2015

Essentials in MicroFinancing on June 2015

SBC Risk-based Lending for Small & Medium Enterprises on July 29-August 8, 2019

Comprehensive Property Appraisal on July 26-27, 2019

REFERENCES

Mrs. Josmin B. Alvarez
Manager

Bangko Noveleta Inc., A Rural Bank

Poblacion, Noveleta, Cavite

(046) 4381208

Mr.Delfin Tejada

Supervisor – ES Payroll Dept.

Intel Tech. Phils. Inc. Gateway Business Park, 

Gen. Trias, Cavite

(046) 4335986 / 09189432263

Atty. Wilfredo P. Saquilayan

Regional Trial Court, Branch 21

Imus, Cavite

Tel. No. (046) 975-4903 / 0917-5024274

Ms. Lucel  L. Fernando

Asst. Manager - HRD
SCAD Services (S) Pte.,Ltd.

EPZA, Rosario, Cavite

