[image: image1.png]


APRIL KRISTINE ESPIRITU ALEJANDRIA 
Unit 3315, Building D, Jazz Residences, Makati City
Mobile No.      : 0908-8884685
E-mail address: aprilealejandria@yahoo.com.ph
SUMMARY OF QUALIFICATIONS

Offering a Proven Track Record of Organizational Efficiency and Productivity Improvements

Performance-driven professional with experience in facilitation support services and office management. Strong organization, customer service and communication skills with the ability to independently plan and direct business affairs. Highly organized and detail-focused with an exceptional track record of accurately handling reports in deadline-oriented environments. Excellent computer skills; proficient with Microsoft Word, Microsoft Excel, Open Office and able to learn proprietary systems/applications quickly and easily.

Work Experience

BDO UNIBANK, INC. 




Pacific Star Building cor. Sen Gil Puyat
Asset Management Group




Makati Avenue, Makati City

August 01, 2005- Present




        


Junior Assistant Manager 3
Primarily responsible for processing and monitoring collection of payments on bank properties under lease (ROPA & Capital Asset). Provides updated and timely Lease Collection, Yield & Aging Report. Contribute substantially to reducing outstanding accounts receivables through improved collections processes. Ensures the lease filing systems and records are properly maintained and updated in accordance with an existing framework for easy retrieval.  Excel within fast-paced environment, continually taking on increased levels of responsibility.

Education

November  2011 





Licensure Examination for Teachers  (LET)

Board Passer







2011-2012





University of Makati
Teachers Certificate Program 




J.P Rizal, West Rembo, Makati City

2001-2005





University of Makati
CBA-BS Management 




J.P Rizal, West Rembo, Makati City

Tertiary 

1997-2001





Benigno Aquino High School
Comembo, Makati City

Secondary

1991-1997





Holy Light Elementary School

Buting, Pasig City

Elementary

Seminars  Attended

Anti Money Laundering Act Seminar

Winning Strategies for Service

 
BDO Unibank, Inc.



BDO Unibank, Inc.
2009





2011
Signature Verification



Business Etiquette Training 
Banco de Oro




BDO Unibank, Inc.
2005





2011
Basic Supervisory Skills



Anti Money Laundering Act 2
University of Makati 



BDO Unibank, Inc.
2004





2012
Officership Dev’t. Training 



BDO Unibank, Inc.




2012

Skills / Organization

Computer Literate

CFC Single’s for Christ

Personal Data

Birthday

: April 07, 1985

Birthplace
: Libmanan, Camarines Sur

Mother

: Leticia P. Espiritu

Father

: Henry M. Espiritu

Weight

: 150 lbs.


            

Height

: 5’2”





Status

: Married





Religion

: Roman Catholic

References
References available upon request.
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