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Name

:   Granada, Keith Axl S.
Address
:   C-43 Punta, Macabalan, Cagayan de Oro City, Misamis Oriental, Philippines
Contact Number:   +63 926657359
Email address
:   keithaxlgranada@gmail.com
Skype ID
:   keithaxlgranada@gmail.com
FB Account
:   Keith Axl Sajetarios Granada
Date of Birth
:   03/13/1996
Gender

: Male
Civil Status
: Married
SKILLS:
· Computer Skills
: Excellent at using the computer, can easily use Microsoft office and can adapt to new systems
· Languages spoken: Fluent in English and Filipino.
· Organization Skills – Excellent in organizing and sorting of Documents
· Customer Service Skills – Patient and skilled in interaction and handling customer request 

· Cash Handling – Can handle transactions that involve money

EXPERIENCE:
Company Name and Address:   Northern Mindanao Medical Center, Cagayan de Oro City, Philippines
Company Website:  https://nmmc.doh.gov.ph/
Job Title:  Admin Assistant II – Laboratory Staff
Employment Start Date: 06/01/20        End Date: currently working
      Duration: 1 year 6months and counting 
Job Duties:  I am assigned as a receiver of request, encoder, data keeper, organizer of files, and transmitter of result. I entertain customers/patients and receive their laboratory test request. Encode the official documents of the results that the laboratory produces. I then keep them in an organized order and keep them in a safe place. I then inform the doctors of the result and answer their queries. 
Company Name and Address: Bank of The Philippine Islands, Cagan de Oro City, Misamis Oriental

Company Website: https://www.bpi.com.ph/
Job Title: Customer Service Associate

Employment Start Date: 02/01/18
End Date: 02/01/20

Duration: 2 years
Job Duties: I am in charge in serving and answering customer requests, questions, complaints and transactions. I handle cash transactions like deposit, withdrawals, encashment, and produce official bank documents like bank statements. I also entertain and answer customer queries, questions and clarifications. Along that, I am also tasked to pitch the bank’s products and services to boost bank sales. 
EDUCATION:  
Degree: Bachelor of Science in Psychology
Institution Name and Address:  Xavier University – Ateneo de Cagayan, Cagayan de Oro City, Philippines 
Education Start Date: 10/01/2013         Diploma Date: 10/14/2017            Duration: 4 years 
University/School Contact Name: Xavier University Registrar
University/School Contact Number and Email address: (088) 853-9800 and registrar@xu.edu.ph
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