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KHRISTINE LOU G. CONTAWE	
359 Summitville Putatan Muntinlupa City
 09566031328
Khiztine_01@yahoo.com
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OBJECTIVE:

To seek a position that will utilize my skills and knowledge as well as to contribute to the Company’s growth and success.


WORK EXPERIENCE:

** Quality Assurance Associate at ALORICA (February 2015 to present)
	-Meeting with clients to discuss the current updates.
-Evaluating agent’s monthly performance to ensure that they are able to comply with the suggested workaround.
-Do daily reporting. Conducting spot check questions to gauge the knowledge of the agents regarding the products.
-Coordinating with operation to provide more effective action plans.

** Customer Service Representative at EGS (November 29, 2013 to January 2015)
	-    Handling of Inbound calls
	-     Providing Information on member’s benefits, claims, eligibility
	-     Verification of Information in accordance with HIPAA
	-     Handles Inquiries regarding Health Insurance
	
** Front office Associate at HOTEL ROYAL SINGAPORE ( March 13, 2012 to Sep 13, 2012)
· To welcome arriving guests
· Providing information services
· Receiving and processing of reservations
· Dealing with customer complaints
· Communication and coordination with other departments
· Answers telephones and transfer callers to guest room




** Senior  Marketing Assistant ( March 2011 to February 2012)
· Opening of accounts, time deposits, investment funds
· Answering of telephone queries, customer concerns
· Scanning of Customer records
· Work with customer on daily basis
· Filling of reports
· E-BANKING facilities
· Solicitation of Loans and Insurance

** Service Assistant at Banco De Oro Universal Bank (December 2004 to March 2011)
-      Worked with customers on a daily basis.
-      Loading and Retrieval of ATM machines
-      Handling of Customer Inquiries
-      Acceptance of deposit and withdrawals
-      Handling of Inward and Outward Remittances, Bills Payment, Wire Transfers
        and Foreign Exchange.
-      Forex reporting


** Accounting Assistant at Banco De Oro Universal Bank (July 2002 to December 2004)

· Preparation of Reports
· Inventory of branch supplies
-      Online branch supplies requisition
-      Balancing of Daily Transactions
-      Outgoing of Checks
-      End of Day Balancing

SKILLS:
· Team Player
· Knowledge in MS Word, Excel, Powerpoint, AS400, Lotus Notes, Epitome, Vingcard System, DAAS
· Good in Oral and written communication


EDUCATION:

ADAMSON UNIVERSITY
San Marcelino, Taft Manila 
Bachelor of Science in Business 
Administration Major in Banking 
and Finance	                                   Year Graduated:  March 2002









SEMINARS ATTENDED:
· CAREER DEVELOPMENT
Adamson University

· PERSONALITY DEVELOPMENT

· COUNTERFEIT DETECTION AND CURRENCY REDEMPTION SEMINAR
Banco De Oro Universal Bank ADB Avenue Mandaluyong City

· SIGNATURE VERIFICATION COURSE
Banco De Oro Universal Bank ADB Avenue Mandaluyong City

· ANTI MONEY LAUNDERING ACT ( AMLA )
Banco De Oro Universal Bank ADB Avenue Mandaluyong City

· UNIT INVESTMENT TRUST FUND
      Orient Square Building Ortigas Center Mandaluyong City
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