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EDUCATION


University of the East(UE)- Caloocan Branch	1990-1994
BS in Business Administration Major in Marketing	Manila,Philippines


SKILL
· Computer Literacy- Encoding, Excel, Word, spreadsheets, etc.
· Customer Service
· Administrative Skills
· Research
· Time Management


WORK EXPERIENCE

San Miguel National High School 	2016-2023
Administrative Assistant (VA)
· Transacts school to school records through emails and calls.
· Performs office duties such as filing, recording, and updating.
· Assist students in their school records and in updating student information.
· Developed and maintained courteous and effective working relationships.
· Offered friendly and efficient services to students and teachers and handled challenging situations with ease.
· Completed paperwork, recognizing discrepancies, andpromptly addressing for resolution.


Unitrust Bank	1999-2001
Teller/Cashier
· Assisted clients in depositing and withdrawal.
· Assisted customers with setting up or closing accounts,completing loan applications and signing up for new services.
· Answered customer inquiries regarding account balances,transaction history, services charges and interest rates.
· Identified sales opportunities and referred customers tobranch in financial services.
· Stocked supplies for customers and personal teller station.


Prime Bank	1995-1997
New Accounts Clerk
· Answered telephone inquiries on checking and savingsaccounts, loans and lines of credit.
· Recognized needs and referred to appropriaterepresentative or line of business for cross-sell or serviceopportunities.
· Maintained friendly and professional customer interactions.


TRAINING

Veronica Galvez-Bermudez (VGB) Center for Training	February 26, 2001- September
and Development Corporation	07, 2001
Caregiver

-CPR Certified
-First Aid Certified
-Patient Care



