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FINANCE CLERK
Purok 1-B Del Carmen, Iligan City	
Lanao del Norte, Philippines 9200     
Landline: (+63) 063 2291321
Mobile : +63  9368020175
email: jiedcarpentero@gmail.com
            

CAREER OBJECTIVE
To be part of a company where I can share and enhance my skills, knowledge and experiences working collaboratively with the group and further contribute for its growth and development. Passionate and diligent individual seeking for a new opportunity for the position of entry level or any roles that suits my skills in the organization were my work experiences would be a great lead to have a well-organized work accomplishment within the team, to help reassure the growth and achieve company goals. 

SKILLS
	· Computer Literate
· Management and interpersonal communication skills
· Have outstanding skills on customer service, sales and marketing
· Multilingual and able to communicate with customers who speak...
· Ability to work under pressure
· Financial planning
· Negotiation
· Investment management
· Technical skills
· Experience in finance and accounting credit and risk management.
· Solid analytical and auditing skills
· Able to meet tight deadlines
· Good work attendance record

	· Accurate transaction processing
· Banking databases, software, and programs
· Budgeting and financial reporting
· Advocating sales and promotions
· Financial reporting and report presentation
· Data compilation, data entries and analysis
· Customer service
· Financial planning
· Risk assessment
· Cash handling skills- Cashiering and Tellering
· Atm loading and unloading services.
· Western Union money transfer services 
· Service crew, customer orders handling
· Experienced with accounts payable and receivable
· Proficient in Microsoft Excel
· Knowledge of currency conversions


	
	




EDUCATION

Graduated April 7, 2017   Diploma- Bachelor of Science in Business Administration major in Financial Management

                                                                 St. Peters College Iligan City Philippines
                                                                       Sabayle St, Iligan City, Philippines 9200



PROFESSIONAL LICENSE AND CERTIFICATION

April 07, 2017 - Certified – Bachelor of Science in Business Administration Graduate                             
WORKED EXPERIENCES
Counter Crew/ Service Crew
Big Dipper Restaurant
66HM+RX4, Manuel L. Quezon Ave, Iligan City, 9200 Lanao Del Norte

January 2011 -April 2013 2 yrs
· Opened, set up, and closed all assigned service stations, as directed.
· Carried and served food and beverage orders to guests, as requested.
· Collected and removed used dishes and dirty tableware, carefully.
· Cleaned, sanitized, and maintained all assigned work areas, properly.
· Prepared and issued bills to customers, accurately and promptly.
· Adhered to established service standards and delivered high quality customer service.
· Achieved all specified production targets and met work quality goals
· Built and maintained cooperative relationships with colleagues



On the Job Training in Campus
St. Peter’s College at Dean of Engineering Office 
Sabayle St. Iligan City, 9200 Lanao del Norte     


June 2016 – 3mos   

Performs administrative duties and Organize office Dean of Engineering office, assist associates in ways that optimize procedures.

· Sort and distribute communications in a timely manner
· Create and update records ensuring accuracy and validity of information
· Schedule and plan meetings and appointments
· Monitor new enrollees and assist them the process of obtaining subject
· Resolve office-related malfunctions and respond to requests or issues
· Coordinate with other departments to ensure compliance with established policies
· Maintain trusting relationships with colleagues
· Perform receptionist duties when needed

On the Job Training
DEVELOPMENT BANK OF THE PHILIPPINES
66GV+583, Picardal St. Iligan City, 9200 Lanao del Norte       

October 24, 2016 – January 13, 2017∙ 3mos  
        
· Maintain up-to-date knowledge about bank products and services.
· Work under the guidance of Bank accounting officer to achieve both individual and team goals.
· Build positive working relationships with existing customers and identify and contact new customers.
· Adhere to bank policies and procedures and follow rules and regulations.
· Inform customers about investment options and advantages.
· Advice customers about loans, interest amounts and mortgage options.
· Performing administrative and clerical duties, such as data entry and filing, when necessary.

Cell Shop Supervisor
Flashcom Cell shop
Aguinaldo St. Iligan City, 9200 Lanao del Norte       

June 2017 – December 2017  6mos

Responsible in Sales and Marketing also inventory cellphones models. Increase productivity, inspire and motivate junior employees, and optimize our company’s market share Oversee day-to-day sales, monitoring, and forecasting
· Own ultimate responsibility for successfully meeting or exceeding sales goals
· Manage and coach the sales team—provide motivation and inspiration
· Set the precedent for excellence through leading by example
· Cultivate and deepen client relationships and partnerships that add value
· Develop and execute Go-to-Market strategy
· Create marketing plans, campaigns and oversee implementation
· Increase brand awareness and leads through marketing campaigns
Loans Processor/Tellering/New Accounts
1st Valley Bank Talakag Branch
Guillermo St. Brgy, 2 Poblacion Talakag Bukidnon

January 2018 – January 2019 – 1 yr

Primary responsibility is customer service. Knowledgeable about a range of bank operations and be able to answer any questions a customer has. Managed a portfolio of loans in default, imminent default loans with a focus on loan modifications; assumed responsibility for validating documents. Other duties and responsibilities may include:

· Recording transactions, which involves logging checks and preparing transaction reports
· Counting and packaging currency
· Reconciling cash drawers
· Opening new accounts and helping with loan applications
· Exchanging foreign currency
· Promoting the bank’s products and services
· Keeping customers’ personal information confidential
· Communicating with other bank team members
· Gathering information for the loan application
· Evaluating credit histories for applications
· Collecting data from clients such as their assets, salaries, debts and employment status to fill in information for the loan application
· Researching and correcting mistakes in applications for clients
· Reviewing file documentation for missing or erroneous information
· Meeting loan application deadlines
· Assisting Loan Officer with requests and tasks needed to complete and process applications
· Answer customers' questions, and explain available services such as deposit accounts.
· Compile information in FinOne system about new accounts, enter account information into computers, and file related forms or other documents.
· Refer customers to appropriate bank personnel in order to meet their financial needs
·  Interview customers in order to obtain information needed for opening accounts savings.
·  Inform customers of procedures for applying for services such as ATM cards, direct deposit of checks, and certificates of time deposit.
· Obtain credit records from reporting agencies.
· Collect and record customer deposits and fees, and issue receipts using computers.
· Investigate and correct errors upon customers' request, according to customer and bank records.
· Perform teller duties as required.
· Execute wire transfers of funds.
·  Duplicate records for distribution to branch offices...
· Greet and assist customers to ascertain their needs.
· Interview customers who would like to start checking or savings accounts.
· Print and distribute application forms, ensuring applicants fill out all fields properly.
· Proofread forms and go over with applicant.
· Hand out literature regarding company policies on all accounts.
· Ensure customers walk away educated about account benefits.
· Up-sell products that go along with accounts.
· Prepare forms for signature cards, cashier checks, drafts and money orders.
· Answer telephone and address inquiries.
· Close accounts as needed.
· Obtain credit reports.
· Discuss how to apply for ATM cards, direct deposit of checks, and certificates of deposit.
· Record customer deposits and fees.
· Handle disputes about account fees.




Loans Processor/Tellering//Accounting
Philippine Bank Communication Rural Bank Iligan Branch
Lim Bldg. Quezon Ave. St. Palao Ext. Iligan City

March 2019 -April 2021- 2yrs

Basic function as maker of the BOS loan, process the release of loans with complete documentary requirements and approval in the system. Also receiving deposits of the clients and make withdrawals transactions and Receive loan payments entry in Casa Tellering. Detail-oriented Bank Accountant with extensive knowledge of banking procedures who adapts to evolving accounting procedures as applicable to the banking industry. Proficient in generally accepted accounting principles including data analysis financial projections.

· Review completeness of loan application submitted by sales processor.
· Make deviation of lacking requirements.
· Ensure dropdown entries properly type of loan account etc information int the BOS system.
· Check computation of loan accounts.
· Verify crediting of loan proceeds if appropriate account number of the borrower.
· Explain to each clientele details and content of the loan documents applied.
· Safekeeping documented files in the vault safe.
· Over the counter payments: Posting loan payments in the Bos loan system.
· Secure Payments thru atm Collateral and Thru remittances.
· Acts as an officer in the absence of the incumbent, or as the need arises.
· Recording transactions, which involves logging checks and preparing transaction reports
· Counting and packaging currency
· Reconciling cash drawers
· Promoting the bank’s products and services
· Keeping customers’ personal information confidential
· Communicating with other bank team members
· Reconciling ledger accounts.
· Preparing monthly financial statements and quarterly reports.
· Maintaining depreciation schedules. 
· Ensuring compliance with accounting practices.
· Uploading and updating contributions.
· Preparing and tracking payroll.
· Performing internal interest calculations.
· Tracking petty cash expenditures.
· Preparing and posting adjusting entries using Bos Accounting.
· Preparing cash flow statements and balance sheets.
· Working with senior accountants.  
· Ensuring the accuracy of financial statements.
· Completing monthly bank compliance requirements.
· Preparing monthly quarterly and annual reports.
· Assisting with internal auditing duties.

Deputy Controller/ Deputy Internal Auditor/Branch Cashier
Producers Savings Bank Iligan Branch
GF Alemania Bldg. Quezon Ave. St. Palao Ext. Iligan City

April 2021- 2023 -Present

· Calling Back of cash and non-cash transaction.
· Observed Cash Count in Vault and Cash in Atm.
· Checking Daily Cash position Report finacle General ledger Balance.
· Checking Due to/ from head office accounts
· Reconciled floats items are cleared/adjusted.
· Ensuring all supporting documents are properly kept in Vault.
· Observe policy confidentiality.
· Check Accuracy: profit and loss statement, balance sheet, schedule of outstanding loans aging analysis and pastdue accounts.
· Compliance with Bangko Sentral Philippines and Anti money laundering act regulations.
· Perform other task assign from time to time.
· Reconciling ledger accounts.
· Preparing monthly financial statements and quarterly reports.
· Maintaining depreciation schedules. 
· Ensuring compliance with accounting practices.
· Uploading and updating contributions.
· Preparing and tracking payroll.
· Performing internal interest calculations.
· Tracking petty cash expenditures.
· Preparing and posting adjusting entries using Bos Accounting.
· Preparing cash flow statements and balance sheets.
· Working with senior accountants.  
· Ensuring the accuracy of financial statements.
· Completing monthly bank compliance requirements.
· Preparing monthly quarterly and annual reports.
· Assisting with internal auditing duties.
· Custodian Cash in Vault and Cash in Atm.
· Act as the relationship officers in the absence of the Head.
· Verifier signatures banking transactions.
· Monitor and prepare report Inward and outward Clearing Checks.
· Transfer cash vault and receive cash from teller.
· Due from other bank balances monitoring.
· Supervised teller and new accounts conduct training bank transaction.
· Check Cash disbursement.
· Handles and monitors; 
-Atm loading and Unloading
-atm reconcillation
-Remmitances of documentary stamp/taxes insurance.
-Payment of utilities
-posdated checks.
-Managers check
- in-charge of monitoring cash advances and liquidation including western union.
· Prepares the following Reports;
· Western Union transaction
· Compliance Report
· Opened accounts
· Maintain and keeps the following records logbooks;
· Atm cards
· Petty cash fund
· Room vault register
· Collaterals and item held for safekeeping
· Late deposits received
· Interbranch
· Coci
· RCOCI outward
· Employees relative account
· FCDU
· Cash voucher
· KYC Policy
· AMLA
· STR- suspicious transaction
· Markets the banks deposits and loan products.



TRAININGS AND SEMINARS ATTENDED

St. Michaels College

· MARKETING CUP 2017 Business Momentum: “Marketing at its Prime”, February 24, 2017, St. Joseph’s Gymnasium, TibangaIligan City.
· 5 TH BUSINESS STUDENT FORUM Digital Marketing: “Talking The Lead In The 21 stCentury”, August 30, 2016, St. Joseph’s Gymnasium, TibangaIligan City.
· MARKETING CUP 2016, “Building Communities through Innovative Ventures”, February 24, 2016, St. Joseph’s Gymnasium, TibangaIligan City
· BANGKO SENTRAL NG PILIPINAS Role of BSP in the Philippines Economy and Currency Familiarization, October 07, 2015, St. Michael’s College Auditorium
· 4 TH BUSINESS FORUM “Business Excellence: Utilizing the Power of Attitude on Global Economy” St. Joseph’s Gymnasium, July 29, 2015, St. Joseph’s Gymnasium, Tibanga Iligan City.
· MARKETING CUP 2015 Marketing: “Everyone’s Business” February 24, 2015, St. Joseph’s Gymnasium, Tibanga, Iligan City
· MARKETING CUP 2014 Marketing: “The Power of Innovation and Creativity” February 26, 2014, St. Joseph’s Gymnasium, Tibangan, Iligan City.
· 1st Runner up Extemporaneous Ad Competition, February 24, 2015, held at St. Joseph’s Gymnasium, TibangaIligan City.


St. Peters College

· PERSONALITY DEVELOPMENT AND HUMAN RELATION IN THE ORGANIZATION, Deceber 4, 2015, SPC-Audio Visual Room, Iligan City.
· TAXATION AND COOPERATIVE BASIC EDUCATION SEMINAR, October 10, 2015, SPC- Audio Visual Room, Iligan City
· PERSONALITY DEVELOPMENT, August 29, 2015, SPC-Audio Visual Room, Iligan City.
· National Service Training Program, Civic Welfare Training Service S.Y. 2013-2014., March 27, 2014. SPC, Iligan City 
· Student Leadership, Knowledge, Empowerment, Epitome. July 22-23 2016, SPC-Audio Visual Room, Iligan City.
· Mass Dance Competition for SPC palaro 2014, October 29, 2014, SPC sabayle Iligan City 9200 Philippines.
· Wanna Be Contest of GAAP 2015 of Supreme Student Counsil, July 24, 2015, SPC sabayle Iligan City 9200 Philippines.
· UmaANNEbisyon Contest of GAAP 2015 of Supreme Student Counsil, SPC sabayle Iligan City 9200 Philippines.
· 3rd Runner Up in Interpretative Song Contest during the SSC General Assembly and Acquaintance Party, July 24, 2015, SPC sabayle Iligan City 9200 Philippines.
·  Song Interpretation Contest GAAP 2015 of Supreme Student Counsil, July 24, 2015, SPC sabayle Iligan City 9200 Philippines.

Capitol College
· YOUTH ENTREPRENEURSHIP SEMINAR, September 11, 2015, Iligan Capitol College Auditorium.


Development Bank of the Philippines
· On the job training, Bank as a course requirement of Bachelor of Science in Business Administration Major in Financial Management, Training undertaken from October 24, 2016 to January 13, 2017, issued January 31, 2017, DBP Iligan City.


Iligan Bankers Club 

· BANGKO SENTRAL NG PILIPINAS Banknote Fitness Recalibration, Coin Sorting, and Consolidated Rules on Currency Examination and Redemption, September 21, 2019, held at Kelsey restaurant Palao iligan city.  

PBCOM Rural Bank

· General and Technical Onboarding Training (80 hrs), March 4-15, 2019, Conducted at PBCOM Rural Bank Training Center.
· Finacle Users Training, February 4, 2020, Conducted at PBCOM RB training Center.
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