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PROFESSIONAL SUMMARY

A versatile professional with attention to detail and well-trained in keeping meticulous work and have an outstanding background in financial/banking, management, accounting sector and customer service. I am looking for an opportunity to enhance my professional skillset to serve my organization with sheer commitment and determination.

SKILLS


· Strong English language skills
· Finance and accounting operations
· Computer literacy skilled in MS Office
· Flexible and adaptable to the work given

· Excellent verbal/written communication
· Advanced interpersonal skills
· Honed analytical skills
· Leadership skills


WORK EXPERIENCE


August 16, 2018 – May 31, 2021
Metropolitan Bank & Trust Company
Customer Service Representative – Teller 

· Maintained customer satisfaction with forward-thinking strategies focused on addressing customer needs and resolving concerns.
· Responded to customer requests for products, services and company information.
· Maintained clean and organized files by keeping accounts payable records up-to-date.





· Provides administrative assistance to officers and manager to ensure efficient operation in the office.
· Carries out duties such as filing, typing, copying, scanning etc. mostly when assigned in new accounts.
· Supports team by performing tasks related to organization and strong communication.



EDUCATIONAL BACKGROUND


June 2014 – April 2018
Bachelor of Science in Business Administration Major in Banking and Finance
Jose Rizal University | Shaw Blvd Mandaluyong City, Philippines











PROFESSIONAL CREDENTIALS


CIVIL SERVICE COMMISSION 
· Honor Graduate Eligible 


ACADEMICS
Jose Rizal University 
· Cum Laude 
· Academic Scholar/ Dean’s Lister 

NON-ACADEMICS
Co-Chairman, Academic Committee
JFINECS (Junior Finance and Economics Society)
SEMINARS ATTENDED

· National Finance Congress 2016 – M.O.N.E.Y (Modernizing, Optimizing, Nourishing and Empowering Youth): Creating Success through Synergy
De La Salle University Manila, 2401 Taft Avenue, 1004 Manila, Pilippines
06 August 2016
· Building Financial Foundation: “Be a smart spender and disciplined saver”
Jose Rizal University, 80 Shaw Blvd., Mandaluyong City
08 December 2016
· Stock Market 101
Philippine Stock Exchange Centre Exchange Road, Ortigas Center, Pasig City, 1605
2016
· National Finance Summit: “The Paradigm of Divergent Leadership”
SMX Convention Center, Pasay City
07 January 2017
· Financial Executives Leadership Training Seminar “Be M.O.A.N.A”
Jose Rizal University, 80 Shaw Blvd., Mandaluyong City
09 September 2017
· Labor Education Seminar
Jose Rizal University, 80 Shaw Blvd., Mandaluyong City
12 January 2018
· National Finance Summit: “The Power of Financial Inclusion”
SMX Convention Center, Pasay City
13 January 2018

REFERENCES	

	Claire S. Bermejo
Branch Head
Metrobank, Angono Rizal
(+63) 917-525-4758

	Atty. Carmelo L. Arcilla
Executive Director 
Civil Aeronautics Board 
(+63) 917-521-3222


	Nita Romero
Executive Assistant II
Department of Transportation
(+63) 995-468-8106
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