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DONALD ROY M. RELLORES 







456 PUROK 74 KAYBAGAL NORTH
 TAGAYTAY CITY, CAVITE PHILIPPINES 4120
 (+63) 917-307-1225
Email Add: donald_rellores@yahoo.com

 HYPERLINK ""

    droym.rellores@gmail.com

OBJECTIVE
 
Join a firm where work requires greater individual responsibility and greater variety of work experiences for career advancement.
EDUCATIONAL BACKGROUND
1997 – 2001




Metro Tagaytay College of Business & Arts 







PSBA Affiliates, Tagaytay City







Bachelor of Science in Accountancy
WORK EXPERIENCE
MAY O2, 2017 – UP TO PRESENT


BDO Life Assurance Company Inc.







Pacific Star Building








Senator Gil Puyat Avenue







corner Makati Avenue







Makati City

Financial Advisor / Planner

1.  Advise clients on investments, taxes, estate planning, college savings accounts, insurance, mortgages 
and retirement.

2. Talking to clients to determine their expenses, income, insurance coverage, financial objectives, tax 
status, risk tolerance, or other information needed to develop a financial plan.

3.  Reviewing client accounts and plans on a regular basis to understand if life or economic changes, 
situational concerns, or financial performance necessitate changes in their plan.

4.  Analyzing financial data received from client to develop strategies for meeting client’s financial goals.

5.  Preparing or interpreting financial document summaries, investment performance reports, and income

projections for clients.

6.  Managing and updating client portfolios.

7.  Contacting clients regularly to discover changes in their financial status.

8.  Building and maintaining client base.
SEPTEMBER 26, 2016 – APRIL 28, 2017


Convergys Philippines







MDC Bldg. 100 Eastwood Libis 







Quezon City

Technical Support Representative
1. Provide best-in-class customer service, problem resolution and technical troubleshooting to customer queries over the voice based phone service..
2. Troubleshoot customer issues related to AT&T Direct TV programming’s, billings and technical support.
3. Meet customer requirements through first contact resolution.
4. Work in a 24/7 work environment; rotational /night shifts and no fixed weekly offs.
5. Clarify customer requirements; probe for and confirm understanding of requirements or problem.
6. Greet customers in a courteous, friendly, and professional manner using agreed upon procedures.
7. Listen attentively to customer needs and concerns; demonstrate empathy.
8. Confirm customer understanding of the solution and provide additional customer education as needed.
9. Prepare complete and accurate work and update customer file.
January  2014 - August 2014



Arab National Bank –Head Office







Murraba Street, 5th Floor, Tower II. P.O Box 11564
Riyadh, Saudi Arabia 56921
Credit & Admin. Control Department








Credit and Admin Assistant
1.  To compute Credit Exposure and Sub-Allocation with respect to all customers.
2. To ensure no prohibited credit transactions are booked and that SAMA’s regulations are rigorously observed.
3.  To ensure compliance with related party requirements of the Banking Control Law.
4.  To maintain the confidentiality of the Bank’s relationship with its customers.
5. To ensure that all the required information is presented in a consistent manner to the credit authorities for their evaluation.
6.  To ensure the authenticity, adequacy, completeness and legality of the original documents is properly verified.
7.  Responsible for Bank Inquiries and Risk Rating of all respected customers.
JANUARY 26,  2013- December 31, 2013

Arab National Bank - TELEMONEY Jubail 2 (383)  







Al Araifi St.







Jubail, K.S.A.







Retail Banking Department
SEPTEMBER 15, 2010- JANAURY 17, 2012

Arab National Bank - TELEMONEY Jubail 3 (372)  







Al Balad King Abdulaziz St.







Jubail, K.S.A.







Retail Banking Department
Customer Service Representative (CSR)
1.  Dealing with all nationalities (i.e Bangladesh, Indian, Nepal, Pakistan, Indonesian, Srilankan and Filipino) regarding their remittances.
2.  Handling customers’ complaints.
3.  Responsible for data encoding of any updates or additional information by remitter of all nationalities to be added in the system.
4.  Responsible for all the amendments, inquiries and refunds.
5.  Assists remitters for verifying their accounts in the bank as well as the status of their card and dependents.
6.  Sees to it that all information by the remitter’s beneficiary details is correct and properly encoded in the system.
7.  Reports all irregularities discovered.
8.  Perform other duties that may be assigned or required from time to time.
APRIL 20, 2012 – SEPTEMBER 30, 2012


Arab National Bank –Head Office



Dabbab Street, P.O Box 11564







Riyadh, Saudi Arabia 56921







Manpower Dev’t. & Training - HRG Department

Secretary / Admin Assistant / Training Coordinator
1. Assisting to the Head of Manpower Development & Training – preparing weekly activities of HRG/Training Center.
2. Process and administer the assigned functions as per the standard/established policies and procedures of the Bank.
3. Prepare and arrange travel itineraries for all business trips, hotel bookings and other related activities.
4. Prepare monthly Compliance Training Report which submitted to SAMA.
5. Receive, log and take note of all official and relevant phone calls.
6. Collaborating with Arab National Bank staff for their Career Path Planning for English Language and Computer Training Courses.
7. Ensure proper documentation and obtain necessary approval for all transactions.  
8. Follow-up and interface, with various Head Office Departments and Branches.  Ensures, completion, prompt and accurate actions.
9. Prepares documents for dispatch to various Branches/Department/Organizations. 
10. Processing, organizing, marketing and supervising training courses for Bank.  
11. Coordinating training transactions in In-House, Kingdom Courses, IT Courses and Abroad courses.
12. Coordinator to the following Training Vendors: The British Council; Institute of Banking (IOB / SAMA), Marcom Arabia, Euromoney Training, IIR Middle East, Thomson Reuters,  SAC Training,  New Horizons Computer Learning Center; Al-Tawail Management Consulting  and Training, ELS English Language Center.
13. Perform other duties that may be assigned or required from time to time.
DECEMBER 01, 2004 – AUGUST 31, 2010

RIVIERA GOLF CLUB INC.
By Pass Rd. Aguinaldo Hiway
Silang, Cavite.
Accounting Staff
Accounts Receivable
1.  Responsible for daily encoding, sorting of F&B invoices to individual subsidiary members. 
2.  Make sure that the F&B invoices transferred by income auditor are properly audited.
3.  Monitoring the daily usage of F&B consumable.
4.  Examines invoices, vouchers and note deficiencies for immediate action. 
5.  Handling members complain regarding F&B consumable voucher.
6.  Assists members in verifying and counter checking their invoices.
7.  Reports all irregularities discovered.
8.  Assists in encoding monthly dues of members to their individual subsidiary and checking the aging.
9.  Responsible for maintaining adequate subsidiary records of City Ledger.
10.  Sees to it that charges to receivable accounts are accurately posted, properly supported and are up 
     to date.
11.  Assist in the preparation of Statement of Account and sees to it that they are sent out immediately.
12.  Posting and checking of members handicap fee & adopt a tree fee.
13.  Perform other duties that may be assigned or required from time to time.

Accounts Payable
1. Assists for making all payments to suppliers and other creditors.
2. Sees to it that only authorized and official transactions will be processed for payments.
3. Verifies and scrutinizes supporting documents for payments by matching documents of items received against purchase requisitions, purchase order and contracts and reports any irregularities.
4. Sees to it that all purchases and/or disbursement are properly authorized.
5. Issues signed checks to suppliers and other creditors.
Audit
1. Audits Cashier’s report and sources of discrepancies.
2. Checks pricing of items in guest check/invoices and ensures that this conform to the official prices.
Ascertains that short charges are billed and/or collected from erring parties.
3. Examines credit card vouchers and note deficiencies for immediate action.
4. Compiles all data and converts into a meaningful management report.
5. Assists members whenever they wanted to verify and counter check their invoices.
6.   Performs other duties that may be assigned or required from time to time.
MARCH 19, 2003-MARCH 20, 2004 


TAGAYTAY HIGHLANDS INT’L. GOLF CLUB 
Bo. Calabuso, Tagaytay City
Accounting Staff/Clerk
1.  Responsible for daily encoding, sorting of invoices/guest checks to individual subsidiary members. 
2.  Making sure that the invoices/guest checks transferred from audit are properly segregated per
     outlet, per type of membership based on audit summary. 
3.  Making sure that invoices/guest checks needed for encoding has complete data such as members
     name, member’s account number and member’s signature. 
4.  Should there be adjustments encountered during encoding such as erroneous classification of 
     members whether Golf, Midlands, Country Club etc.; erroneous classification of member’s account; 
     adjustment on prices per signed check against closed check. 
5.  Sorting of checks alphabetically and checking the validity of member’s signature and their 
     dependents on guest check; and if signing of checks are properly authorized. 
6.  Updates status of delinquent members.
7.  Prepares debit/credit adjustments affecting member’s account.
8.  Distributes updated delinquent list of members to outlet.
9.  Assists in preparation of statement of accounts to be sent out to members.
10. In charge for checking of individual folder of members as to accuracy and completeness of  
     documents therein.     
11. Checks the transmittal of members to be given to courier.
MAY 2001-JUNE 2002




ASSET BUILDERS CORPORATION







Ortigas Center, Pasig City
Material Controller
1. Responsible for daily, weekly, and monthly materials inventory stock card report.
2. Responsible for daily issuance of materials and equipments.
3. Responsible for recording of defective equipment.
4. Responsible for receiving delivery reports if necessary.
TRAININGS AND SEMINARS ATTENDED

March 12 - April 29, 2016


F&B Services NC II







Carenet Healthcare Institute Inc.







Affiliate of CareNet International – Michigan, USA







TESDA Accredited  Training & Assessment Center







Chino Roces Avenue, Makati City
March 6, 2006




In-Depth Orientation







Tee Pavilion







Riviera Golf Club Inc.,
August 9, 2005




Purpose Driven Life Seminar






Tee Pavilion






Riviera Golf Club Inc.,



December 15, 2001



SFAS – Accounts Receivable/Invty. Update







PICPA Cavite Chapter







CPRTC (Cavite)
December 15, 2000



Seminar on Government Accounting







JPIA Cavite Chapter







San Sebastian Recolletos, Cavite City
September 1999



SFAS Update/ New Accounting Teaching 
And Learning Techniques






PICPA Region IV        
SKILLS
ORACLE, FINACLE, LEXUS, CAPRI, MOODY’S, OMNIDOCS, CMS, DYNAMICS 365
PERSONAL BACKGROUND
Birth date
:
June 12, 1980





Place of birth
:
Olongapo City, Zambales




Nationality
:
Filipino









TIN No.

:
914-257-054






SSS No.

:
33-4991824-5




   
Passport No.
:
P3746868B
REFERENCES

Available upon request
