MICHELE ANDREA F. NAÑEZ
Quezon City, Philippines
Mobile no: (+639) 936-505-6480
Email: nanezmichele13@gmail.com



CAREER OBJECTIVE:
           To secure a position in a customer-oriented organization that will utilize my communication, organizational skills and customer service experienced in a challenging environment to achieve corporate goals.
ACADEMIC QUALIFICATIONS:

Bachelor of Science in Entrepreneurial Management, 2009-2014
	Quezon City Polytechnic University
	#673 Quirino Highway, San Bartolome Novaliches, Quezon City, 1116 Metro Manila

CERTIFICATE:
	Civil Service Eligibility- Sub-Professional
SKILLS:
· Computer literacy (MS Office ) and English language proficiency 			
· Multitasking skills, adaptability and ability to work under pressure 
· Organizing skills and customer service orientation
· Initiator and strong interpersonal  skills
· Highly motivated and have a positive learning attitude
· Friendly and trustworthy
· Excellent communication skills 
· Agile and adaptability to change
· Keen to details 
· Excellent stamina and ability to multitask
WORK EXPERIENCE AND ON THE JOB TRAINING:
BranchVerifier - Quezon City Philippines
Robinsons Bank Corporation- November  2017-2021
Responsibilities:
· Identify errors in transaction medias
· Balance transaction against generated report for every  end of day
· Prepare audited report for monthly presentation
· Monitor cited exception and identify branch progress in minimizing errors
· Proper documentation and safekeeping of transaction medias to warehouses 

Bank Teller/ New Accounts- Quezon City Philippines
Robinsons Bank Corporation- December 2021  
Achievement
· Promoted  twice, recently March 2023
Responsibilities
· Assist clients for over the counter transaction
· Cashiering
· Assist client for account opening`, closing as well as time deposit maturities
· Ensure ATM  has an adequate balance on a daily basis
· Prepare report for AMLA on a daily basis
· Scrutinize corporate accounts requirements for any deviation
· Perform callback and sorting of transaction based on nature 
· Perform clerical duties on a daily basis , filling and documentation of accounts
· Ensure the branch has an adequate materials and supplies for quarterly cut off. 
· Answer queries over the phone and thru email on a daily basis. 

Assistant Sales Coordinator, MRV REALTY- July 2014 – November 2016
Duty: Responsible for ensuring the company Sales Team have the materials and support needed to obtain the set sales target.
· Organizing promotional materials for the sales agent.
· Effectively communicating with the clients in a professional and friendly manner.
· Assist Sales Coordinator in responding to sales queries via phone, e-mail or in writing.
· Confirm seminars, site orientation, manning and tripping schedules.
Office Trainee, Home Development Mutual Fund 			                January-February 2014
· Assist new membership application and updating current member’s information. 
· Carrying out administrative tasks such as data input, completing paperwork, receiving and filling documents.
· Initiator and strong interpersonal communication skills 
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