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OBJECTIVES:
	
To obtain a position where I can enhance my skills and experience as well as to uplift high level of performance for the productivity of the company.

WORK EXPERIENCE


United Coconut Planters Bank (UCPB)
Account Assistant
Small Business Loans
UCPB Corporate Offices Makati Avenue Makati City
May 04, 2015 – June 5, 2018
· Responsible for providing service to clients relative to account opening, placements, client inquiries, and after-sales services. Sells the Bank's products and services.
· Performs start and end-of-day banking activities.
· Ensures correctness and completion of transaction documents used in processing; timely completion of end-of-day transactions and activities.
· Ensures compliance with prescribed bank policies and procedures, internal control, and regulatory requirements.
· Account management and Customer service.


Toplis Solution- MONDE NISSIN CORPORATION
Document Controller
Under Li & Fung Logistics
Cainta, Rizal
February 10 2014 – September 30, 2015

· Checking for accuracy and editing files, like contracts
· Review and update technical documents (e.g. manuals and workflows).
· Prepare ad-hoc reports on projects as needed.
· Manage the flow of documentation within the organization.


JOLLIBEE FOODS CORPORATION
ZENITH FOODS CORPORATION
Document Verifier
Carmelray, Canlubang Laguna
December 10, 2012 to November 29, 2013

· Ensure Proof of Delivery and billing policies and procedures are being followed.
· Ensure the accuracy of documents submitted by vendors or POD team members, which may largely on manual work.
· Coordinate with the internal Invoicing team for the POD documents handovers and transfers.
· Strong statistics management skills to support review, monitoring, and reporting of this function.
· Encoding thru Microsoft Office, Filing and sorting documents.



PHILAM LIFE
	Greenhills, San Juan City
	May 14 2012- August 2012
	Clerk


PERSONAL INFORMATION

Date of Birth			:		April 4, 1992
Place of Birth			:		Morong, Rizal
Age				:		31 yrs old
Height				:		5’1
Weight				:		45 kg
Religion			:		Christian
Father’s Name			: 		Melencio P. Santos
Occupation			:		Liaison Officer (retired)
Mother’s Name		:		Yolanda A. Santos		
Occupation			:		Housewife




EDUCATIONAL BACKGROUND

Tertiary Level		:		University of Rizal System
							Pililla, Rizal
Bachelor of Science in Business Administration
Major in Financial Management
2008-March 2012
Secondary Level		:		Tanay National High School
						2004-2008

Primary Level		:		Ilaya Elementary School
							1998-2004


SEMINARS/TRAINING ATTENDED

Seminar on Money and E-Banking
	December 30, 2010 at Audio Visual Room
	University of Rizal System-Pililla Campus

	PSE Academe Week Basic Stock Market
	San Beda College
	September 7, 2011

	Regulatory Awareness and Anti-Money Laundering
	UCPB
April 25, 2017
Fundamental of Accounting and Finance
	UCPB


CHARACTER REFERENCES

	UPON REQUEST

	

I hereby certify that the above information is true and correct base of my knowledge and  belief.
				



MA. MELANIE A. SANTOS
				 			       Applicant Signature
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