PERSONAL DETAILS

Name:	Jufe De Guzman
Address	#28 Amihan Street, Gentle Breeze Subdivision, Barangay Kasambagan, Cebu City
Phone	
Mobile	+639914985745
Email	jufe_25@yahoo.com


PERSONAL STATEMENT

I am an experienced, versatile, reliable, efficient professional with eighteen (20) years of aggregate work experience in the field of accounting, finance and frontline customer handling service. I analyzed, examined and interpreted account records, compiled financial information in addition to great levels of handling customers to ensure that company achieve exceptional results. I am looking for a role that will allow me to prove that I have the skills and attitude to progress in my career.
I can combine my effective communication and written skills with functional knowledge to deliver an exceptional outcome while working alone or as part of a larger team. I am someone who can juggle both financial and customer service tasks. I have passed the Pearson Test of English (PTE) with an overall score of 66.
I believe I have the necessary qualifications, skills and competence to handle the job assigned to me.

RELEVANT SKILLS AND EXPERIENCE

Communication
· Excellent oral and written skills and can put views across confidently

Organisational 

· Strong organization skills, with ability to effectively delegate tasks and making sure they are done accordingly
· Strong skills in helping others improve their performance with problem solving in both work and non-work situations.
· Ability to prioritize and manage several different tasks at once
· Ability to solve problems as they arise
· Well organized, passionate towards work and keen to details
· Results oriented, has the ability to achieve target within given time

Interpersonal 
· Approachable, dependable, enthusiastic and empathetic demeanor
· A committed and flexible attitude to the job
· Ability to work independently or as part of a team and assist better team relationships
· An excellent understanding of client care with emphasis on efficient frontline and telephone customer service handling 
Accounting/Finance Systems
· Encoding, posting, and journalizing of member-borrower accounts transactions 
· Merging, verifying of unposted loan payment to individual accounts of member-borrower 
· Updates member-borrowers ledger for any cancelled transactions such as, cancellation of payment/collection received or cancellation of check issued to them.
· Validate loan balances of various member-borrowers for claims and refund applications
· Reconciliation of member-borrowers individual accounts ledger transactions
· Practiced effective Records Management System 
· Efficient communication to related parties such as member-borrowers Inter-Branch or Head Office account transactions
· On-time compliance of reportorial requirements
Computer Literacy 
· Knowledgeable in Microsoft Office Applications (Word, Excel, PowerPoint, Outlook)
· Proficient in Accounting/Finance and Client Information Databases


WORK HISTORY

Pag IBIG Fund (Home Development Mutual Fund)
Accounts Specialist
April 14, 2011 - present

Pag IBIG Fund (Home Development Mutual Fund)
Accounts Analyst
January 7, 2009 – April 13, 2011
DBP Service Corporation
Accounts Specialist
October 16, 2000 – January 6, 2009

Wellcom Telecom Supermarket
Sales Staff/Cashier
March – October 15, 2000


EDUCATION AND TRAINING

Post Graduate, Masters in Public Administration (MPA)
2004 – 2005  University of the Visayas, Cebu City, Philippines
2001 – 2004  Cebu Normal University, Cebu City, Philippines

Tertiary/College, Bachelor of Science in Accountancy (BSA)			
1996 – 2000  University of San Carlos, Cebu City, Philippines
                          
Secondary/High School	
1992 – 1996  St. Joseph’s Academy, Mandaue City, Philippines
	     
Primary/Elementary 			
1986 – 1992  St. Joseph’s Academy, Mandaue City, Philippines


Leadership Success through Emotional Intelligence, July 5-6, 2018, sixteen (16) training hours
Training of Users for the IISP-Short Term Loan Management System, Provident 
Fund Management, Short-Term Loan Management and Short-Term Loan Origination Systems, March 6-7, 2017, sixteen (16) training hours
Training on Short Term Loan Posting and Ledgering System, May 21, 2013, eight (8) training hours 
The Topnotch Supervisors, March 31, 2011, eight (8) training hours
Rules of Conduct and Ethical Behavior in the Civil Service, September 20, 2010, forty (40) training hours 
Records Management, Files Administration and Records Disposal, July 25, 2009, eight (8) training hours
Frontline Services Management and Seminar Workshop, March 30-31, 2006, sixteen (16) training hours 
Effective Customer Service, March 27, 2004, eight (8) training hours 
Project Development and Management Course, June 2002 – October 2002, fifty four (54) training hours


EXAMINATIONS TAKEN AND PASSED

Philippine Civil Service Professional Examination, Eligibility/Control Number 177395, 
Rating 85.41%
Pearson Test of English (PTE), Registration ID 348655799, Overall Score: 66


REFEREES

Noel Borqueta
Kitchen Design Consultant
PlaceMakers Wairau Park
Email: noel.borqueta@placemakers.co.nz
            nborg2003@yahoo.com		
Work phone: 444-5155
Home phone: 0212380964	

Elaine Redulla
Manager
Crossley Court Resthomes-Orewa Beach
Email: elaine@crossleycourt.co.nz
Work phone: 094264867
Home phone: 0210710531

	
Portia V. Bacalso
Branch Head-Mandaue Branch
PAG-IBIG Fund
Mindanao Avenue, Cebu Business Park, Cebu City,Philippines
Work Phone :+639176293211


