Wendell S. Yap

Block 9 Lot 55, Topland Avenue, 
Golden Gate Subdivision, Talon 3, Las Piñas City, NCR, Philippines
Mobile Number: 0968-7030613
Email Address: wendsyap82@gmail.com
Career Objective:
To be able to contribute to the growth of the company and share best practices among colleagues. 
WORK EXPERIENCE:
March 27, 2023 – Present

Sales Associate – Work from Home






Clearsource BPO Inc.






Robinsons Cyberspace Gamma, Ortigas, Pasig City






Major Responsibilities:
-Accepting incoming calls and making outbound calls for clients who would like to get an appointment

-Cancelling appointments from clients’ requests

-Transferring calls to another department
Jan 4, 2023 – March 16, 2023

Accounts Payable Associate – Work from Home






Elevate Services Inc.






Fort Legend Tower, BGC, Taguig City 






Major Responsibilities:





-Processing of Invoices and Expense Reports






-Assigning of invoices and expenses to other






Associates






-Responding to emails from vendors regarding 






payment for their services, software, etc.






-Responding to emails from upper management






Regarding their approvals for their vendor invoices.






-Forwarding onboarding request for new vendors






Other Responsibilities:





-Monitoring of expense report for Treasury purposes






-Forwarding inquiries to Onboarding Team regarding






Updated Vendor Contracts
Jan 2 2019-Oct 30 2022

Customer Service Officer





BDO Unibank






Filinvest City, Alabang, Muntinlupa City






Major Responsibilities:
-Processing deletion of Online Banking Access 

 




-Answering inquiries regarding customer’s






Debit Card, Home and Auto Loan, and card rewards





-Filing of customer’s unauthorized transaction/s
-Creating a report for customer regarding Undispensed Cash Withdrawal

-Blocking of debit and credit cards due to lost or   stolen and captured Cards. 
-Troubleshooting customer’s online banking access





Other Responsibilities: 





-Email cleanup





-Back-tracking of customer’s request






-Reporting any technical issue on systems 

FEB 20 2018-Dec 28 2018

Accounts Receivable Specialist






Genpact Philippines LLC






Northgate Cyberzone, Alabang, Muntinlupa






Major Responsibilites:





-Business to Business Collections task






-Performing Total Account Management






-Processing payments via credit card






-Performing reconciliation for discrepancies






-Checking and downloading various transactions





-Creating Write-Off requests.






Other Responsibilities:  





-Email cleanup






-Answering email and phone queries





-Downloading daily task and other reports. 
AUG 17 2017-Feb 10 2018

Assistant Manager - Accounts Payable





HSBC Philippines








Bonifacio Global City, Taguig City




Major Responsibilities:
-Checking the entries and request of the staff 





-Signing approval entries from staff

-Reporting to the Senior Vice President in absence of the Manager.






-Working also as a Business Continuity Planner





-Updating Standard Operating Procedure






-Sending daily or weekly reports 





-Escalating discrepancies and conduct follow ups
Other Responsibilities:
-Checking the Attendance of the staffs






-Checking Balancing Reports






-Audit check with 3rd party(Abest)





-Checking the transitory accounts 

JUNE 2 2013-AUG 16 2017

Finance Analyst: Credit Card Operations Finance






HSBC-HDPP






Filinvest  One Bldg.






Northgate Cyberzone, Muntinlupa City






Major Responsibilities:






-Reconciling records for various banks





-Reconciling Records for HSBC Branches
  




             -Reconciling Visa, Mastercard Accounts,

 
-Uploading and posting of payments for credit card payments
-Monthly Balancing reports
Other Responsibilities:

-Payment Posting for Cardholders






-Downloading SOA’s for other payment centers






-Updating Payment counts and amounts 






-Updating Daily Balancing Reports





-Daily recording of Entries for other transactions






-Forwarding fund transfers






-Answering payment inquiries
MAR 3 2010-JUNE 1 2013

Customer Service Representative

MANILA CARE

HSBC-HDPP

5th floor HSBC Building
Northgate Cyberzone, Muntinlupa City

-Billing inquiry






-Reversing fees and charges






-Updating customer information






-Cross selling products






-Retention of credit cards






-Providing other information
NOVEMBER 26 2007-MAR 04 2010
Collector

UK COLLECTIONS

HSBC-HDPP






4th floor HSBC Building






Northgate Cyberzone, Muntinlupa City

-Collection of debts from client bank account/s. 






-Processing online payments






-Updating client information

MAY 7 2006-MAY 7 2007

Customer Service Representative






APAC Customer Services Incorporated






Ground Floor, Building A

Northgate Cyberzone, Muntinlupa City

-Providing clients information about deductibles, copays and percentages of coverage for healthcare insurances  (HMO etc.)








-Claims adjustments and submission

OCTOBER 2004-APRIL 2005
            Customer Service Representative Sykes Corp.





            Robinsons Summit Center Ayala Avenue, Makati City

-Billing Inquiry
-Troubleshooting

-Cross selling products






-Providing product information






-Updating customer’s details

AUGUST 2005-OCTOBER 2005
Accountant
On-the-job Training





Barrientos and Associates





2ND Floor, Sycamore Building





Alabang Zapote Road, Muntinlupa City
-Bookkeeping
-Recording journal entries
-Preparation of Financial Statements
EDUCATIONAL BACKGROUND:

TERTIARY

2000-2004

Bachelor of Science in Accountancy

University of Perpetual Help Dalta System

Times Village, Las Piñas City

2005-2006

Bachelor in Science in Accountancy

Las Pinas College

Pilar Village, Las Piñas City

Sept 2010-May 2013
Bachelor of Science in Information Technology



             Informatics 




Northgate Cyberzone, Alabang, Muntinlupa 

SEMINARS/TRAININGS ATTENDED:

2003-2004




Outbound Call Training

SVI Corporation

Pacific Hub Corporation

Conquest International

May 2006




Perfect Service Training



APAC Customer Services Incorporated

December 2007



Certificate of Completion







Language and Culture Training







HSBC-HDPP

ORGANIZATIONS JOINED:

June 2005-March 2006



Junior Philippine Institute of Accountants







President



Las Piñas College Chapter
SPECIAL AWARDS/CITATIONS:

1999-2000 Best in Conduct and Science Fair Champion

Bloomfield Academy

2005-2006 Certificate of Recognition and Leadership Award

Las Piñas College

October-November 2006


Perfect Attendance 







Humana Idol







APAC Customer Services Incorporated

December 2006



Perfect Attendance for 3rd and 4th Quarter 







APAC Customer Services

December 2007



Certificate of Achievement







Collections Skills Training







HSBC-HDPP

Certificate of Achievement







UK ROTCU







HSBC-HDPP

May 2010




Certificate of Completion







HBAP MANILA CARE







HSBC-HDPP

October 2013




Top Performer for Q3







Finance Analyst-FIN

HSBC-HDPP

December 2015



Top Performer for Q4







Finance Analyst-FIN

HSBC-HDPP
PERSONAL INFORMATION

Date of Birth: February 13, 1982

Civil Status: Single

Religion: Christian

