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	Organized and motivated employee eager to apply time management and organizational skills in various environments. Committed to quality performance with an ability to learn new procedures quickly. Accustomed to fast-paced, high pressure positions; demonstrated ability to prioritize multiple tasks, meet deadlines and provide quality service.



Experience
	BDO Unibank Inc. – Cebu Philippines                                                                    Sept. 2011 – Present

       Junior Assistant Manager 3 / Marketing Officer 
· Supervising over-all Marketing Section operations of the branch, promoting continuous enhancement of quality service, customer handling, accurate processing and operational efficiency.
· Ensures adherence to prescribed bank policies and procedures, internal control, external regulatory requirements and compliance to service standards of branch personnel under my supervision.
· Handles the section’s personnel requirements, promotes branch personnel improvement, advancement and harmonious work relationship.
· Performs other duties/tasks that may be assigned from time to time. 



	PJ Lhuillier Inc. -  Cebu Philippines                                                                         May 2007 – Aug. 2011

       Branch Appraiser
· Branch Operations in Charge
· Jewelry Appraiser (Gold & Diamond)
· Coached staff on policies, procedures and performance strategies.
· Strengthened operational efficiencies and traceability by developing organizational filings system for jewelries, billings, receiving and delivery records and reports. 
· Managed branch files per recordkeeping and compliance requirements.
· Designed sales and service strategies to improve revenue and retention.
· Complied with company policies and government regulations to prevent and detect rule violations and protect organization from fines and lawsuits.



	




Education
	
Bachelor of Science in Commerce Major in Business Administration                             2002-2006
University of San Jose – Recoletos – Cebu City, Cebu Philippines

High School Diploma                                                 1998 – 2002
Palompon Institute of Technology – Palompon, Leyte Philippines



Skills
	· Excellent Customer Relationship
· Excellent in Communication Skills 
· Proficient in Computer and Business Application
· Effective in Presentation and Negotiation Skills 
· Teamwork
· Marketing
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