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PROFESSIONAL SUMMARY

Experienced banking professional extensively trained in bank leadership, fraud awareness, and teller operations.  Financial officer skilled in managing a team, problem-solving, and creative decision-making.  Experienced in general bookkeeping and journal entry accounting.

CORE COMPETENCIES
· 
· MOS Certified (Word, Excel, PowerPoint)



EXPERIENCE
PHILIPPINE NATIONAL BANK (PNB)
· Assistant Manager / Sales and Service Officer      			                Jan 2012 – Apr 2022
· Authorize financial transaction requests by tellers and resolve any disputes.
· Reviews accounting reports (including balance sheet, and profit & loss statements) prepared by the bookkeeper.
· Oversees the staff and prepares the yearly staff performance reviews.
· Ensures that processes adhere to the banking operations policies and business regulatory compliance
· Establish workflow guidelines and implement procedures to promote efficiency from branch to branch.

· Branch Operations Assistant / Bookkeeper		            	    	     Jul 2009 - Dec 2011
· Perform general bookkeeping activities including the issuance of invoices, payments of administrative and office expenses, and processing of payroll in compliance with the Generally Accepted Accounting Principles.
· Monitor the collection of overdue accounts and resolve any disputes.
· Daily reconciliation of accounts receivable and accounts payable with the general ledger balance.
· Reviews the end-of-day reports by the tellers.
· Process monthly interest accruals and quarterly payments.
· Prepares the balance sheet, profit & loss statement, and management reports daily.
· Responsible for the monthly, quarterly, and yearly closing of the books.


· Customer Service Representative (Cash Clerk)                                	   Nov 2006 – Jul 2009	
· Responsible for financial transactions including cash and cheque deposits, withdrawals, encashments, bill payments, and stop-payment requests.
· Prepare incoming and outgoing wire transfers, foreign exchange transactions, sale of manager’s cheques, demand drafts, and bank statement requests.
· Assist with non-financial customer service-related transactions including the issuance of debit cards, bank certification, checkbook requests, etc.
· Perform end-of-day balancing procedures to ensure the cash book reconciles with actual cash on hand.

BANK OF THE PHILIPPINE ISLANDS (BPI)
· Customer Service Representative (Cash Clerk)                                	  Nov 2003 – Jun 2006	
· Responsible for financial transactions including cash and cheque deposits, withdrawals, encashments, bill payments, and stop-payment requests.
· Prepare incoming and outgoing wire transfers, foreign exchange transactions, sale of manager’s cheques, demand drafts, and bank statement requests.
· Assist with non-financial customer service-related transactions including the issuance of debit cards, bank certification, checkbook requests, etc.
· Perform end-of-day balancing procedures to ensure the cash book reconciles with actual cash on hand.

EDUCATION
Major in General Business						        May 2022 – August 2023
Centennial College, Ontario, Canada

Bachelor of Science in Business Administration 	     			June 1999 - April 2003
Major in Financial Management Accounting
Holy Angel University, Philippines

Graduated in High School						         June 1995 – March 1999
Angeles University Foundation, Philippines

MARK HILL N. GARING


 


 


1111 Steeles Ave W, Unit 201, North York, Ontario M2R 3M9


 


 


 


Mobile:


647


-


673


-


7196


                         


markhngaring@gmail.com


 


PROFESSIONAL SUMMARY


 


 


Experienced banking professional extensively trained in bank leadership, fraud awareness, and 


teller operations.  Financial officer skilled in managing a team, problem


-


solving, and creative 


decision


-


making.  Experienced in general bookkeeping and journal entry accounting.


 


 


CORE COMPETENCIES


 


?


 


MOS Certified (Word, Excel, PowerPoint)


 


 


EXPERIENCE


 


PHILIPPINE NATIONAL BANK (PNB)


 


·


 


Assistant Manager


 


/ Sales and Service Officer


      


 


 


             


   


Jan 2012 


–


 


Apr 2022


 


o


 


Authorize financial transaction requests by tellers and resolve any disputes.


 


o


 


Reviews accounting reports (including balance sheet, and profit & loss statements) 


prepared by the bookke


eper.


 


o


 


Oversees the staff and prepares the yearly staff performance reviews.


 


o


 


Ensures that processes adhere to the 


banking operations policies and business regulatory 


compliance


 


o


 


Establish workflow guidelines and implement procedures to promote efficiency fro


m 


branch to branch.


 


 


·


 


Branch Operations Assistan


t 


/ 


Bookkeeper


 


            


    


 


     


Jul 2009 


-


 


Dec 2011


 


o


 


Perform general bookkeeping


 


activities


 


including 


the issuance of 


invoice


s


, 


payments 


of


 


administrative and office expense


s


, and processing of 


payroll


 


in compliance with the 


Generally Accepted Accounting Principles


.


 


o


 


Monitor the 


collection of overdue accounts


 


and 


resolv


e


 


any


 


disputes


.


 


o


 


Daily reconciliation of accounts receivable 


and 


a


ccounts


 


payable with the general ledger 


balance.


 


o


 


Reviews


 


the end


-


of


-


day reports by the tellers.


 


o


 


Process monthly interest accruals and quarterly payments.


 


o


 


Prepares 


the


 


balance sheet, profit & loss statement, and management reports


 


daily.


 


o


 


Responsible for the monthly, quarterly, and yearly closing of the 


books.


 


 


 




MARK HILL N. GARING     1111 Steeles Ave W, Unit 201, North York, Ontario M2R 3M9       Mobile: 647 - 673 - 7196                           markhngaring@gmail.com   PROFESSIONAL SUMMARY     Experienced banking professional extensively trained in bank leadership, fraud awareness, and  teller operations.  Financial officer skilled in managing a team, problem - solving, and creative  decision - making.  Experienced in general bookkeeping and journal entry accounting.     CORE COMPETENCIES   ?   MOS Certified (Word, Excel, PowerPoint)     EXPERIENCE   PHILIPPINE NATIONAL BANK (PNB)      Assistant Manager   / Sales and Service Officer                              Jan 2012  –   Apr 2022   o   Authorize financial transaction requests by tellers and resolve any disputes.   o   Reviews accounting reports (including balance sheet, and profit & loss statements)  prepared by the bookke eper.   o   Oversees the staff and prepares the yearly staff performance reviews.   o   Ensures that processes adhere to the  banking operations policies and business regulatory  compliance   o   Establish workflow guidelines and implement procedures to promote efficiency fro m  branch to branch.        Branch Operations Assistan t  /  Bookkeeper                             Jul 2009  -   Dec 2011   o   Perform general bookkeeping   activities   including  the issuance of  invoice s ,  payments  of   administrative and office expense s , and processing of  payroll   in compliance with the  Generally Accepted Accounting Principles .   o   Monitor the  collection of overdue accounts   and  resolv e   any   disputes .   o   Daily reconciliation of accounts receivable  and  a ccounts   payable with the general ledger  balance.   o   Reviews   the end - of - day reports by the tellers.   o   Process monthly interest accruals and quarterly payments.   o   Prepares  the   balance sheet, profit & loss statement, and management reports   daily.   o   Responsible for the monthly, quarterly, and yearly closing of the  books.      

