PHILIP JOSEPH C. BAUTISTA
Address: 1996 Int. 6, Dayang St. Sta. Ana, Manila 1009
Mobile: 09171093651
Email: pjhae21@gmail.com
	
Work Experience									

April 4, 2018 –  Present
Chinabanking Corporation – Head Office (Philcom Building) 
Acquired Assets Division
Position: Marketing Officer

· Marketing of Properties for Sale (Social Media, web platforms,network of brokers, branch network and employees,For Sale signage)
· Ensures that assigned sales and/or sales-related targets are achieved;
· Assists the Department Head in the evaluation, processing and negotiation of recommendations for the disposition of Bank properties that are assigned to the Department;
· Assists in the implementation of sales programs
· Negotiating with client/buyers with the end in view of closing a sale/lease  transaction that is favorable to the Bank and in accordance with policies and guidelines;
· Collates documents that are necessary in the preparation of sales recommendations;
· Signs recommendations for disposal of Bank properties for presentation  to the Bank’s approving committees;
· Co-presents or assists in the presentation of recommendations for disposal of Bank properties to the Bank’s appropriate approving committees;
· Ensures attainment of customer satisfaction in all dealings with clients and to appropriately elevate to to the Department Head other complaints. 
· Collates required documents for the initiation of implementation of approved sales/leases;
· Ensure address / handling and negotiation of client queries.
· Ensures proper management of bank assets which includes Monitoring and Conducting Regular inspection , Recommend/Monitor Repairs and maintenance
· Preparation of counter offers or replies
· Preparation of Recommendation forms for approval of the committee.
· Ensures proper KYC documents for the sale of properties including AMLC and NFIS checking
· Preparation of notice of approval and ensure turnover of sold properties
· Monitors documentation of sale which includes the signing of necessary documents about the sale and release of complete documents to the buyer.
· Process commission for the sale.
· Performs other duties as may be assigned by superiors from time to time.

October 16, 2010 –  Present
Philippine National Bank – Head Office 
Asset Management Group – Sales Division
[bookmark: _GoBack]Position: Senior Account Officer

· Ensures that assigned sales and/or sales-related targets are achieved;
· Assists the Department Head in the evaluation, processing and negotiation of recommendations for the disposition of Bank properties that are assigned to the Department;
· Assists in the implementation of sales/lease programs
· Secures information/details of Bank properties from other divisions/units, necessary in the preparation of recommendations for disposal of Bank properties;
· Negotiating with client/buyers with the end in view of closing a sale/lease  transaction that is favorable to the Bank and in accordance with policies and guidelines;
· Collates documents that are necessary in the preparation of sales/lease recommendations;
· Signs recommendations for disposal of Bank properties for presentation  to the Bank’s approving committees;
· Co-presents or assists in the presentation of recommendations for disposal of Bank properties to the Bank’s appropriate approving committees;
· Ensures attainment of customer satisfaction in all dealings with clients and to appropriately elevate to the Senior Asset Sales Officer or to the Department Head other complaints. 
· Collates required documents for the initiation of implementation of approved sales/leases;
· Performs other duties as may be assigned by superiors from time to time.

** 2011 PNB Circle of Excellence Award - Individual Employee for Process Improvement.

April 8, 2010 –  September 30, 2010
E*Trade Information Services LLC
Position: Account Operations Representative
 
· Reviews all customer -  related documents for completeness and regulatory compliance.
· Process changes, additions or requests related to customer accounts BANK and BROKERAGE (new account openings, activations, address changes, registration changes, account closures, document requests and upgrades to margin and option trading) using the appropriates systems e.g., Profile, Genie EBOSS, Brokerops, ADP,  Staffware or internal workflow.
· Coordinates via e-mail with other department on escalations of issues and cases.
· Participates in teamwork – oriented environment, assists the team leader in realizing departmental objectives.

September 4, 2009 – March 15, 2010
Commonwealth Freight Services Pte. Ltd. Singapore
Position: Administrative Operations Executive

· Creates export and import permits of sea and air cargo and packages for Singapore Customs clearance using Tradenet.
· Monitors incoming vessel arrival.
· Monitors incoming air freight cargo arrival.
· Coordinates with suppliers for customer needs.
· Encodes shipment details via CCN Hub.
· Coordinates with console agents in Singapore Airport for package arrival.
· Provides administrative and ad hoc duties.

June 17, 2007 – Sept 3, 2009
Philippine National Bank – Head Office 
Asset Management Group - Marketing Division
Position: Marketing Officer 

· Conceptualizes and develops new marketing studies to enhance sales, for both local residents and OFWs.
· Restores and enhances broker relationship and amass broker database via broker associations, auction events, etc.
· Performs other duties assigned by the Division Head from time to time.
· Enhances relationships with internal and external brokers, expanding AMS’ network of brokers for a more dynamic sales force.
· Researches, recommends and implements possible ways to synergize services internally with the bank and externally through various tie-ups.
· Conducts events of Marketing & Sales activities such as Auctions, Public & Private Sealed Biddings, Events, etc.
· Acts as support staff in assigned project based work, including but not limited to:
· Set up and coordinate meetings.
· Correspondence to clients and prospects.
· Develop procedures for marketing services for clients.

March 16, 2005 – June 16, 2007
Philippine National Bank – Head Office 
Asset Management Group - Marketing Division
Position: Senior Customer Service Officer 

· Assists in the supervision of Customer Service Unit and the Central Receiving Unit
· Responsible in receiving inquiries and complaints via:
· Phone calls
· Walk-in clients / brokers / guests
· Emails
· Responsible for the dissemination of information of Marketing & Sales activities such as Auctions, Public & Private Sealed Biddings, Events, etc.
· Provides data such as Property Listings, TCT, Asset Profiles, Vicinity Maps, etc.
· Processes CK-AP CWT AA numbers for the Creditable Withholding Tax via KBI.
· Receives all incoming mails and packages
· Provides Report on all Customer queries
· Distribution of the AMS Newsletters
· Performs other duties assigned by the Division / Sector Head from time to time
· Programming and managing database of clients/customers profile.

April 14, 2004– March 15, 2005
Philippine National Bank – Head Office
Central Liability and Credit Records Division
Position: Credit Data Analyst 

· Monitors accounts
· System administration (KBI, CLS)
· Creates and maintains CIF/Customer Profile
· Receives and Processes Implementation Memo
· Line availment/loan releases/renewals of extension of Promissory Notes/administrative renewal of loan or loan restructuring 
· Reviews and Conducts quarterly maintenance of various CIF in preparation of BSP audit and internal/external auditor’s examination

August 4, 2003 – April 14, 2004
Philippine National Bank – Head Office
Central Liability and Credit Records Division
Position: Credit Records Custodian

· Acknowledges receipt of various documents 
· Retrieves/Logs/Monitors credit folders 
· Disseminates follow up memos
· Programming of Database (Credit Folder Records)
· Database Management (Access 2000)


June 2002 – July 2003
Eastern Telecoms Philippines Inc.
Position: Customer Service Representative/Technical Support 

· Provides information about the Dial-Up Service, DSL, Lease Line.
· Handles customer inquiries.
· Provides first level troubleshooting and escalation.
· Systems administration (ICMS and Q-Linux).
· System monitoring (24x7).
· Hardware and Software maintenance.
· Database management of clients/customers.

March 2002-May 2002
Philippine Long Distance Telephone Luzon RTD “173”
Position: Customer Service / Helpdesk 

· Systems administration (ICMS and MLR).
· Handles customer inquiries and fault reports
· Provides first level troubleshooting and escalation.

January 2002 -February 2002 
The Asia Pacific Centre for Research Inc. (ACRE Inc.)
Position: Technical/Sales Specialist 

· Software Distributor
· Indus Software 
· Client Database Management

Technical Skills										

Computer Skills: Windows OS (97, 98, ME, 2000, XP, Vista)
    MS Office: Word, PowerPoint and Excel 
    Basic Programming: Visual Basic, Access 2000, HTML (Frontpage)
    Graphics: Paint, Print Artist and Adobe Photoshop  
    E-mail (Lotus Notes, Outlook) and Internet Configuration
    PC Troubleshooting (Hardware and software)
    ICMS and Q-Linux
    KBI and CLS56
    Tradenet and CCN Hub
	     
Educational Background									

Post Graduate: 2003
	Adamson University (Taft Avenue, Manila)	
	Masteral in Information Technology (32 units)

College: 1997 to 2001
Pamantasan ng Lungsod ng Maynila (Intramuros, Manila)
Bachelor of Science in Computer Science

