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ALEJANDRO MOVERA CALIPES
Blk. 4 Lot 22 Legian 2A
Carsadang Bago 2, Imus City, Cavite
Mobile No. 09530718568
Email: alejandrocalipes@yahoo.com
OBJECTIVE: To be able to impart the knowledge and skills that will help for the company growth and development.
EDUCATION
Master in Business Administration                                                                    June '08-Oct. '08
Tiburcio Tancinco Memorial Institute of
Science and Technology
Calbayog City, Samar
Bachelor of Science in Commerce major in Management                            2002-2006
Christ the King College
Calbayog City, Samar
San Policarpo National High School                                                                  1996-2000
San Policarpo, Calbayog City Samar
Gadgaran Elem. School                                                                                       1990-1996
Gadgaran Calbayog City, Samar
WORK EXPERIENCE
I. Payments Officer                                                                                Jan. 29, 2019 – April 14, 2023
       (Everlounge Incorporated)

27F Robinsons Summit Center


Ayala Avenue 6783 Makati City
Work Description

· 
Handle all withdrawal payment transaction requests.
· Multi-tasking via chat for payment related issue.
· Ensure that transfer of funds to specific account is accurate.
· Doing manual withdrawal on THB and VND banks. 
· Update and document all payout bank account records in the Excel file. 
· Check and verify the account name, account number and important details.
· Responsible for monitoring every single transaction and keep contact with responsible group.
II. Finance Associate                                                                                June 15, 2015 - April 18, 2018

      (Siegreich Solutions, Inc.)


34/F Burgundy Corporate Tower


252 Sen. Gil Puyat, Makati City
Work Description

· Handle all withdrawal payment transaction requests.
· Multi-tasking via chat, email for payment related issue.
· Ensure that transfer of funds to specific account is accurate.
· Accomplishing daily shift report. 
· Update and document all payout bank account records. 
· Check and verify the account name, account number and important details.
· Responsible for monitoring every single transaction and keep contact with responsible group.
III. Administrative Secretary                                                                   March 4, 2012 - March 9, 2014
(Habitat Furniture Co., Ltd.)
Habitat Bldg., Madina Road Kilo-14

P.O. Box 9641 Jeddah, K.S.A 2143
Work Description

· Performs experience level secretarial tasks of a confidential nature including but not limited to emailing, filing and distributing mails.
· Answers telephone, task messages and answers inquiries with assigned scope of responsibility.
· Performs clerical and administrative tasks quickly and accurately.

· Works independently and organizes complex clerical tasks. 

· Skill and knowledge in the operation, use and care of office equipment.

· Accomplish work responsibilities with minimum supervision.

· Communicates in a positive and effective manner with staffs, co-workers and visitors.

· Maintains a high level of confidentiality.
· Maintains and processes forms.
IV. CSP General Clerk-Sorter                                                                    July 2010 - Jan. 2011
   
 (Temps & Staffers Inc.)

Banco De Oro- CSP Section
5F Dasmarinas St., Binondo Manila
Work Description
A. Sorting Period

· Retrieves enough check trays from storage room to be sorted within the day.
· Ensures to meet the daily quota in sorting of inward and OTC checks as assigned by the immediate supervisor.
· Handles manual scanning of checks by branch code then sort checks per account number.
· Performs daily merging/inserting of checks per branch.
· Retrieves all checks from pigeon holes during assigned schedule.
· Ensures proper safekeeping of all negotiated checks at the storage room.

B. Rendition Period/Bank Statement

· Prepares Statement of Accounts, Summary list of Ca-SOA, negotiated checks and all other supplies needed during this period.

· Ensures that all priority accounts, for special handling and for mail statements are done within agreed turnaround time.

· Handles checking of SOA per assigned branch.

· Accomplish request form for reprinting of SOA (unreadable, damaged and no SOA print out).

· Monitors delivery of requested SOA, performs check processing and forward processed SOA to CSP supervisor for release to MACO.
· Performs piece counting of processed check per account and indicate on the Summary List of CA-SOA.

· Performs folding of SOA and stuffing of checks in the envelope.

· Prepares packing of processed SOAs per branch and accomplish transmittal slip indicating complete address of the branch.

· Updates processed SOAs productivity report.

· Ensures completeness of processed SOA against control list.

V. Training Associate                                                                                  Sept.'07 - Apr.'08
Cole Hopkins Management Consultancy
Cordillera, Quezon City
Work Description
· Assists the trainer during the training programs.
· Helps in formulating teaching outline and determines instructional methods, utilizing knowledge of specified training needs and effectiveness of such methods as individual training, group instruction and lectures.
· Selects or develops teaching aids, such as training handbooks and reference works.
· Performs other office functions like proper handling of telephone calls.
VI. Trainee (On the Job Training)                                                             March ’06 - May ‘06
Philippine National Bank

Calbayog City, Samar
· Best Practicum Awardee
SEMINARS AND ACTIVITIES ATTENDED
· Effective Supervisory Skills Program                                                   Totoku Phils., Inc.
(Management Effectiveness Program)                                               Carmelray, Industrial Park
In-house Training    




               Calamba Laguna
· Training for Trainers                                                                               Motortrade Phils., Inc.
(Management Effectiveness Program)                                               Edsa, Quezon City
In-house Training
· Business Presentation Skills Program                                                 Motortrade Phils., Inc.
(Business Communication Program)                                                   Edsa, Quezon City
In-house Training
· Effectiveness Business English and Writing                                        I- Remit Global
(Business Communication Program)                                                   Remittance, Inc.
In-house Training                                                                                    Prestige Tower, Ortigas
               Center, Pasig City                                                                            
· Effective Supervisory Skills Program                                                   Pan Pacific Manila Hotel
(Management Effectiveness Program)                                               Ermita, Manila
               Public Training  
· Effective Supervisory Skills Program                                                   Meralco Foundation, Inc.
(Management Effectiveness Program)                                               Meralco Ave., Pasig City
· Basic Oral Communication and Business Writing                             Prestige Tower,
(Business Communication Program)                                                  Ortigas Center, Pasig City
In-house Training
SKILLS
·  Possess strong analytical and problem solving skills.
·  Strong dynamic team player.
·  Can handle pressure and multi tasking jobs.
·  Ability to work in a team.

· Ability to make decisions and solve problem.

· Ability to plan, organize and prioritize work.

· Proficiency in computer MS Office.
ORGANIZATION
· JUMANSOC                                                                                             2005-2006
Junior Management Association
Christ the King College, Calbayog City, Samar
· Hamili Choir                                                                                           2003-2006
Christ the King College, Calbayog City, Samar

· Catechetical Outreach Program                                                          2005
Christ the King College, Calbayog City, Samar
· Saint Joseph Choir                                                                                 2002-2009

San Policarpo, Calbayog City                                                                         

PERSONAL BACKGROUND
Mother's Name
:
Susan Calipes Carlson
Address

: 
Blk. 4 Lot 22 Legian 2A, Carsadang Bago 2, Imus Cavite
Birthdate

: 
September 9, 1983
Religion

:
Roman Catholic

Civil Status

:
Single

Citizenship

:
Filipino

Age


:
39
Weight


:
130 lbs.
Height


:
5'6”
REFERENCES
1. 
Marie Lesley Ripalda                                                          5.  Ma. Venus A. Bermoy                                                                               

HR and Admin Director                                                           New Accounts PNB Calbayog Branch   

Everlounge Incorporated                                                        Calbayog City, Samar
27/F Robinsons Summit Center                                             Tel. No: 0552093105

Ayala Ave., 6783 Makati City

Tel.No: (632) 576-4385

2. Philip Bernal                                                                        6.   Mr. Armand Binag                                                     

HR Supervisor                                                                            Training Officer
Siegreich Solutions, Inc.                                                           Cole Hopkins Management Consultancy
34/F Burgundy Corporate Tower                                            Tel. No: 024312858

252 Sen. Gil Puyat., Makati City

Tel.No: 028320607

3. Mr. Socratis Abueva                                                         7.  Atty. Aileen. A. Maglana
Admin Secretary                                                                    CPA/Lawyer         
Habitat Furniture Co., Ltd.                                                   Calbayog City, Western Samar

Habitat Bldg., Madina Road Kilo-14                                   Tel.No: 0552094005

P.O. Box 9641 Jeddah, K.S.A. 21423

Tel.No: 2576622

4.  Ms. Tsikee Misty Pie M. Buco                                                         
HR Assistant                                                                         
Temps & Staffers Inc.                                              
2/F Servicio Filipino Bldg.,                         
105 West Avenue, Quezon City

Tel.No: 3766887 loc 117
