[image: ]JESICA M. SIOCSON,  MBA		`						
0828 Caranglaan, District, Dagupan City, Pangasinan 2400
Mobile No: 09662244825
Email Add: jessiocson@yahoo.com



Career Objective: 
	To get a challenging and stimulating job in an organization, where I can positively contribute my skills and creativity for the benefit of the organization and acquire new skills in the process.

Skills:
· Goal Oriented
· Good communication and persuasion skills
· Can work under pressure.
· Attentive and easy to learn.
· Accurate and efficient towards work.
· Computer literate Microsoft, Excel and Power Point.

WORK HISTORY:

China Bank Savings, Inc.
314 Sen Gil Puyat Ave. Makati City
Reliever Staff (Teller-Branch or Roving/ Service Associate /Branch Operations Assistant)
December 16, 2016 to Present

Responsibilities:
Served as reliever staff to branches and fill the needed work force either Teller, Service associate (SA) and Branch Operations Assistant (BOA)
Teller:
· Accepts cash/check deposits and client withdrawals or encashment.
· Accepts (FOREX)- Foreign Exchange Transaction or conversion of USD currency.
· Accepts over the counter transactions and helps clients to their concerns and complains.
· Cross-Selling of bank’s products and services.
· Frontline customer service representative.
Service Associate (New Account):
· Conducts keen KYC (Know Your Clients) process and documentation.
· Attends customer concerns and complains.
· Attends after-sales services for clients.
· Open new accounts for Savings, Current and Time Deposits.
· Cross- Selling of bank’s product and services such as loans, deposits and investments.
· Responsible for safekeeping of documents.
· AMLA Investigator
Branch Operations Assistant (BOA)

· Callbacks daily bank transactions reports such as teller’s transactions, accounting entries and adjustments.
· Monitors strict compliance of bank policies and standards.
· Clearing of outward checks and over the counter checks.
· Assist for safekeeping and filing of bank transactions and documents.

Sun Life Grepa Financial, Inc.
221 Sen Gil Puyat Ave. Makati City
Bancassurance Sales Officer
June 2016- November 2016

Responsibilities:
· Undertakes financial planning interviews using structured presentation processes and fact find materials.
· Analyze and present findings with recommendations to clients according to their needs.
· Complete application forms and attends underwriting requirements.
· Provides after-sales services.
· Complies with productions and activity reports.
· Develop and maintain sound relations with the bank personnel and clients.
· Generates referrals for the bank from fact finding interviews.
· Provides marketing feedbacks.
· Attends all administrative functions.








BDO Unibank, Inc.
Ayala- Rufino Ave., Makati City
Accounting Assistant
March 16, 2015 - July 31, 2015

Responsibilities:
· [bookmark: _GoBack]Responsible for daily bank transactions reports such as Statement of Financial Condition, Forex transactions, make entries for branch expenses, Items held for safekeeping monitoring and adjustment.
· Preparing and balancing outgoing checks for clearing.
· Vouching and batching teller transactions.
· Implements bank’s policy compliance.


Peacock Financial Corporation
NPC Road, San Miguel, Calasiao, Pangasinan
Accounting Assistant
April 2013 – March 2015

Responsibilities:
· Monitoring and balancing weekly credit and collections of other branches.
· Bank reconciliations of weekly releases.
· Compute quarterly past-due incentives for branch collectors
· Records daily client releases and branch expenses.
· Ensure that the client’s releases computed correctly, including interest rates, advancements and other deductions included.
· Issues checks to clients and vouchers.
· Checking collector’s daily receipts versus client’s list payments.

EDUCATIONAL BACKGROUND:
GRADUATED			SCHOOL						YEAR
Post Graduate			Lyceum - Northwestern University				2015
Master in Business Administration
College			Lyceum - Northwestern University		`		2013
BS. Business Administration
High School			Claveria School of Arts and Trades				2009
Elementary			Claveria West Central Elementary School			2005	

SEMINARS ATTENDED:
· BSP Economic and Financial Learning Program (BSP-ELFP) “Public Information Campaign on the Role of the Banko Sentral ng Pilipinas in the Philippines Economy”.
· “PISO MO PALAGUIN MO” By Francisco 	Colayco- Author and Financial Adviser

CHARACTER REFERENCES:
Arthur P. Villamil		China Bank Savings, Inc.	Reserve Team Leader	 09173952078
Zita Fernanda C. Masaoy	China Bank Savings, Inc.	Branch Service Head	 075-523-4955
Jessica Tabaniag		Sun Life Grepa Financial	Area Manager		 09175593630
Olimpia Vivian Duldulao	BDO Unibank, Inc.		Branch Manager	 02-810-6410
Nerissa S. Zamora		Peacock Financing Corp.	HR Manager		 075-515-4137

PERSONAL INFORMATION:
Age:		28 years old
Date of Birth:	January 08, 1992
Place of Birth:	Claveria, Cagayan
Civil Status:	Single
Height:		5’1”
Weight:	60 kg.
Language Spoken: Tagalog, English
Name of Father: Jose B. Siocson Sr.		Occupation: None
Name of Mother: Nenita M. Siocson		Occupation: None
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