ARLENE BAJO CAACBAY
arlenebcaacbay10@gmail.com | 09634082071 | Pangasinan, Philippines

PROFESSIONAL: Acting Cashier, Deputy Controller, Teller, Cashier, Barista, Machine Operator, 
and Service Crew

PROFESSIONAL SUMMARY:
A skilled and highly motivated individual with a wide range of knowledge and almost 12 years of 
experience. With a diverse background across various industries. Adept at adapting and thriving in 
dynamic environments. Skilled in leveraging cross-functional knowledge to drive innovation and 
problem-solving. Proven track record of delivering results and fostering collaboration. Strong 
[bookmark: _GoBack]communicator with a passion for continuous learning and growth.

SKILLS AND ABILITIES
• 	Attention to Detail   		• 	Organizational Skills			•	Flexibility
•	Time Management 			•	Physical Skills					•	Multitasking
•	Communication Skills		•	Teamwork					•	Customer Service

EXPERIENCE:
Producers Savings Bank Corporation | Pangasinan, Philippines						2014-2016
Position: Acting Cashier
•	Acted as custodians of cash, petty cash fund, accountable forms of the bank, signature cards and collaterals, and sees to it that they are safely protected, controlled and monitored.
•	Acted as signature verifier on the following transactions: withdrawal from deposit account; encashment of on-us check; ICC clearing; closing of accounts; signature on promissory notes and disclosure statement etc.
•	Acted as supervisor of teller and new accounts clerk.
•	Prepared check vouchers, checks, cashier’s check for disbursement and debit/ credit memoranda.
•	Deposited and withdrawed cash from depository bank within cash insurance level.
•	Transfered and received cash from teller supported by cash transfer slips.

Producers Savings Bank Corporation | Pangasinan, Philippines						2013-2014
Position: Deputy Controller
•	Performed call back of all cash and non cash transactions against computer print outs based on establish policies and procedures.
•	Performed daily cash count (per piece) of cash in vault and tally against proof cash, cash position and subsidiary ledger.
•	Ensured that all transactions are properly recorded and duly covered by accounting tickets with approval by the Branch Operations Officer.
•	Printed balance listings of deposit and loans general and subsidiary ledgers on a monthly basis.
•	Reviewed all the daily transactions of the branch and identify all covered or suspicious transactions.


Producers Savings Bank Corporation | Pangasinan, Philippines						2010-2013
Position: Teller
•	Received cash or check deposit, payment of loans, and other payments.
•	Checked cash or check received vs. details per deposit slips or statement of account for loan and other payment.
•	Disburses withdrawals, issues or update passbooks, loan releases, cash advances, and encashment of cashier’s check.
•	Prepared proof sheet based on the transaction for the day.
•	Transferred or returned cash to cashier at the end of each banking day.

Hotel Consuelo Resort and Chinese Restaurant | Philippines						2008-2010
Consuelo’s Restober & Coffee Shop						
Position: Cashier/ Barista
•	Established or identified price of goods, services or admission and tabulated total payment required using electronic or other cash register, optical price scanner or other equipment.
•	Received and processed payments by cash, cheque, credit card or automatic debit.
•	Prepared and served hot and cold drinks such as coffee, tea, artisan and speciality beverages.
•	Cleaned and sanitised work areas, utensils and equipment.

Supernova Optoelectronics Corporation | Taoyuan, Taiwan 						2005-2008
Position: Machine Operator
•	Calibrated the machine before the production begins.
•	Ensured the machines are regularly checked and cleaned.
•	Monitored and controlled the machine performance and settings.
•	Regularly conducted tests of the machines performance and operating capacity.
•	Inspected machinery with appropriate tools.

Greenwich Pizza UGF SM City | Cavite , Philippines							2004-2005
Position: Service Crew
•	Greeted customers, recorded orders, and served food and beverages with a consistently positive and helpful attitude.
•	Inputted orders into a point-of-sale system and accepted payment using a credit card reader or cash register, calculated change accurately and quickly as required.
•	Handled guests’ concerns and complaints professionally and calmly to resolve problems according to restaurant policy.

TRAININGS AND CERTIFICATIONS:
•	Know Your Money & Counterfeit Detection at Producers Bank Center, 2011
•	Anti-Money Laundering Act at Producers Bank Center, 2010

EDUCATION
University of Pangasinan | Philippines									Graduated: 2004
Bachelor of Science in Accountancy
