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MELISSA B. DE LEON
70-D University Avenue, Potrero Malabon City

Cellphone No. 0915-6244105
Email Address: melissa03_deleon@yahoo.com
Ability to organize, prioritize and work under extreme work pressure, high work load and deadlines. Established good working relationships with customers/clients. Self motivated, initiative, high level of energy. Tolerant and flexible to different situations.
PROFESSIONAL EXPERIENCE
	REGUS SERVICE CENTRE 

June 03, 2014 up to present
Senior Billing Associate

Key results:
· Raised monthly invoices.
· Loading of booking and invoice processing for new agreements / clients.
· Load renewals and expansions agreements.
· Processed the amendments in client’s booking.
· Processed all kinds of termination of booking.
· Assist centre’s request like account updates, credits, internal moves, add / removal of services, etc.
· Answered queries from centre team / clients / other department.
· Accepted reassignment of tickets and performs task that may assign from time to time..
· Escalations
SOLAR RESOURCES, INC. –   MAKATI CITY, PHILIPPINES

                                           may 01, 2011 – JULY 02, 2014
	


Account Officer (A.O.) – Credit Management Department
Key Results:

· Ensures increase collection efficiency (active & delinquent accounts)

· Ensures data accuracy of the following:

· Consistent Accounts Monitoring

· Buyers Master List ( Assigned Accounts )

· Buyers Assessment Payments
· Buyers Ledger ( Recording, Updating and Filing )

· Meet timely preparation of the following:
· Checks due for deposits

· 1 month   arrears - Notice of Defaults / Dishonored

· 2 months arrears - Notice of Delinquency

· 3 months & above arrears - Notice of Cancellation
· Consolidation of Pagibig remittance(twice a week)
· Reconciliation of Statement of Accounts
· Monthly reports (i.e. Collection Efficiency report, Conversion report, Aging report,  & Pfr report)
· Assessed buyer’s payments
· Handling client’s inquiry
· Performing other task that may assigned from time to time
Office Assistant – Credit Management Department

      FEBRUARY 22, 2010 – APRIL 30, 2011
Key Results:

· Prepared PagIbig receipts and ensured the delivery in the target time.
· Encoding of Pag-ibig Fund Receipts (PFRs)

· Encoding of Sales Amendment Memo & Routing for the different Department.
· Filing & Encoding of Sales Amendment Memo, Cancellation repricing memo, Notice of Monthly amortization(NOA).

Office Assistant – Credit Management Department
          OCT. 2009 – JANUARY 2010

Key Results:
· Typed Client’s Deed of absolute sale & Contract to sell.

· Filing of buyer’s docket.

Office Assistant – DIRECTORY PRODUCTS AND SERVICES CORPORATION(DPSC)



     A Subsidiary of DIRECTORY PRODUCTS CORPORATION(DPC)


                August 27, 2008 – June 26, 2009

Key Results:

· Typed client’s application
· Filing of various documents
· Encoding of documents

· Performed other duties that may assigned by immediate superiors from time to time.

Clerk/Typist –  METROBANK, INWARD CHECK MANAGEMENT DEPARTMENT(ICMD-SRS)



 January 22, 2008 – July 12, 2008

Key Results:

· Received and sort inward checks from the verification unit.

· Received and sort of encashment checks from the branches/mailing department.
· Processed Bank statement of the clients and ensured the delivery in the target time.

· Performed other duties that may assigned by immediate superiors from time to time.

General Clerk – BANCO DE ORO – EPCI BANK (CSD-BSU)



  October 31, 2006 – September 14, 2007

Key Results:

· Received and sort inward checks from the verification unit.

· Received and sort encashment checks from the branches/mailing department.

· Processed Bank statement of the clients and ensured the delivery in the target time.

· Filing of CC/MC/GC inwards transmittal of local and integrated branches.

· Entertained and serviced order of clients through branch telephone and e-mails.

· Performed other duties that may assigned by immediate superiors from time to time.

Quality Control Inspector / Checker – PURESNACK CORPORATION 
   



       
   October 31, 2005 – March 13, 2006

SKILLS AND QUALIFICATIONS

· Computer Literate

· Know how to operate Scanner, Fax machine, And Photocopying Machine.
· Interested in learning 
· Good follower & an also be a good leader
· Languages: English & Filipino
EDUCATIONAL BACKGROUND

College


Philippine College of Criminology




Bachelor of Science in Criminology




MARCH 2005 GRADUATE

Secondary

Salvador Araneta Memorial Institute




MARCH 2000 

Primary


International Baptist Academy




MARCH 1996

PERSONAL PARTICULARS
Filipino Citizen Born on October 03, 1983, 34yrs. Old, stands 5’1” on height and Weighs 100lbs. Single.

TRAINING

HOUSEKEEPING  - 
 Asian Science And Technological Institute, Accredited by the 
TESDA(Under PANGULONG GLORIA SCHOLARSHIP PROGRAM)




August 2009 – November 2009
ON THE JOB TRAINING(OJT)

WESTERN POLICE DISTRICT(WPD), Homicide Division

CHARACTER REFERENCE

Ms. Gigi Trinidad

Mobile No.: 0961-7150536




Email Add.: gigitrinidad07@yahoo.com
Ms. Cecille A. Perez

Mobile No.: 0916-4103789



          Email add.: cecilleperez730@gmail.com
I hereby certify that the above statement are true and correct to the best of my knowledge.

MELISSA B. DE LEON
