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	SUMMARY
· Adaptable with extensive experience providing first-class results. Meets job demands and deadlines through diligent work-ethic and dedication to quality.
· Customer-focused type of manager, successfully contributing to company profits by improving team efficiency and productivity. Skilled at effective negotiations and upselling techniques. Utilizes excellent organizational skill to enhance efficiency and lead teams to achieve outstanding sales.
· Responsible and passionate about delivering outstanding quality and service. Offering 15 years of experience in the banking industry with history of recognition for performance.
Education
Bachelor in Mass Communication, 2005
Universidad De Manila - Manila, PH 
· CUM LAUDE
Master in Communication 
[bookmark: _GoBack]Polytechnic University of the Philippines - Manila, PH 
· March 2021 - up to present
AWARDS
· 10 year Loyalty Service award (Philippine Business Bank)

	EXPERIENCE
Branch Operations Head - Assistant Manager, 08/2023 - Current 
China Banking Corporation - Navotas, Metro Manila, Philippines 
· The Branch Operations Head shall be responsible for supervising and overseeing the daily operations of the branch and ensuring that policies and procedures are strictly adhered to. Assists the Branch Manager in the preparation of Annual Budget and manpower planning reports and decisions. He/She is responsible for the administration, control and physical custody of all accountable forms. He/She is also accountable for the smooth operational efficiency of Accounting, Clearing, Investment, Loan and Foreign sections of the branch.

Branch Cashier - Assistant Manager, 11/2020 – 07/2023
China Banking Corporation - Navotas, Metro Manila, Philippines 
· The Branch Cashier is responsible for the administration of all technical aspects of branch cash operations including physical custody of monies, securities and collateral. Provides support in the marketing aspects of the branch thru cross-selling of bank products and services and ensuring that staff members have full understanding of the same to meet the demands of clients and achieve the targets set for the branch. Participates in credit evaluation of loan application and renewals.
Service Manager - Manager, 09/2019 - 02/2020 
Eastwest Banking Corporation - Malabon, Metro Manila, Philippines 
· The Service Manager sees to it that all policies and procedure are being implemented. Projects the highest degree of customer service for both internal and external policies and guidelines in the day to day execution of work. The Service Manager ensures that appropriate / adequate internal control procedures are implemented in line of work. Assists in the internal marketing thrust of the Store and actively gets involve in the cross-selling and internal marketing efforts of the Store. Conducts Store cost analysis and recommends alternative courses of action to achieve cost effectiveness.
Branch Service Head - Senior Assistant Manager, 06/2012 - 08/2019 
Philippine Business Bank - Binondo, Manila, Philippines 
· The Branch Service Head is responsible for the smooth flow of branch operations and for the accuracy and prompt submission of various accounting and AML reports to Head Office. He / She is designated as the Compliance Coordinator and functions as the Controller of the branch. He / She is responsible for the maintenance of accounting, records, stockroom and vault. Performs annual inventory of FFE and coordinates with General Accounting Department for the monitoring of float items. He / She ensures for the fast and efficient servicing of existing and walk-in clients. The Branch Service Head acts as the Branch Security Designate, which includes overall branch security assessment and testing.
New Accounts Clerk, 01/2009 - 02/2012 
Philippine Business Bank - Binondo, Manila, Philippines 
· The New Accounts Clerk is responsible in the initial screening process of new accounts such as interviewing the clients in order to obtain information needed for opening accounts or renting safe deposit boxes. He / She informs the clients of procedures for applying services such as ATM cards, required documents for account opening, explaining the bank's fees and charges, etc. The New Accounts Clerk refers clients to appropriate bank personnel / officers to meet their financial needs. He / She complies information about new accounts, enter account information into the system and organizes file related forms or other documents. He / She assists in the branch marketing aspect thru cross-selling.
Teller, 10/2007 - 12/2008 
Philippine Business Bank - Binondo, Manila, Philippines 
· Handles transactions for clients, including encashment, deposits, withdrawals, transfers, loan payments, bill payments, MC / GC / DD processing and opening or closing of accounts. Identify client needs by providing information on new products and services and direct clients to branch representatives / officers as needed. Reconcile cash drawers at the end of day, count coins and currency and turn in any excess or shortage to the Branch Service Head. Provides a high level of customer service by offering answers and assistance to clients.
SKILLS
	· Marketing
· Expert knowledge of counterfeit detection, signature verification
· Advance knowledge on MS office applications, AML Base60
· Accounting
· Fraud and Operational Risk assessment
· Excellent customer service and interpersonal skills
	· Handling customer complaints, problem-solving and improving service methods
· Business continuity management
· Excellent leadership and employee training
· Excellent organizational skills and attention to details
· Ability to prioritize tasks and delegating when appropriate
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CERTIFICATIONS
· Honor Graduate Eligibility of the Civil Service Commission (Presidential Decree 907)
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