[image: ]NELLYN L. PAGAYON
Phase 5 Gran Plains Subdivision, Jaro, Iloilo City
Contact Number: 09487253495 / 09688567983
E-mail Address: nellyn_pagayon@yahoo.com

PROFILE



· Able to handle multiple tasks and respond well in a high pressure environment
· Possesses good working and business ethics
· Has a pleasing personality
· Willing to learn new skills, easily adapts new concepts and responsibilities
· Able to adapt to new surroundings; to make suitable changes so as to fit new conditions
· Good interpersonal and communication skills
· Able to express ideas clearly 
· Good moral understanding of right and wrong
· Capable of rational conduct and trustworthy
· Knowledgeable in business applications including Microsoft Office applications (Microsoft Excel, Word, PowerPoint)

EDUCATIONAL BACKGROUND



Tertiary 	BS Accounting Technology 					2013-2017
University of San Agustin
General Luna Street, Iloilo City
	
Secondary	Iloilo National High School-School of the Future (SOF)	2009-2013
		Luna Street, Lapaz, Iloilo City       
                 
Primary	Jaro 1 Elementary School					2008-2009	
Quartero Street, Jaro, Iloilo City	
		
		Colegio de San Jose						2006-2008
		E. Lopez Street, Jaro, Iloilo City	
		
Iloilo Sacred Heart School					2003-2006
Lawaan Village, Balantang, Iloilo City  



RELEVANT WORK EXPERIENCE


Land Bank of the Philippines
Estancia Branch, Estancia Iloilo June 2020- January 2021
Sara Branch, Sara Iloilo (February 2021-  October  2023)

Teller and ATM in charge
· Process over-the-counter transactions such as  cash and check deposit, Withdrawals and check encashment
· Receive record of various Bank transactions, including incoming/outgoing clearing check transactions
· Perform end of day cash balancing
· Call backing of transaction slips 
· Perform document run up and T- Accounts
· Cross selling of various products and services of the bank
· In charge on the cash retrieval and loading of On-site and Offsite ATM’s of the branch
· Handles the first level maintenance of ATM machines 
CASA Bookkeeper
· Record day-to-day financial transactions and complete the posting process.
· Verify that transactions are recorded in the correct day book, supplier's ledger and general ledger.
· Submit monthly and quarterly accounting reports.
· Process accounts receivable or payable and handles payroll of various government agenices.
· In charge in the daily printing of transactions 
· Responsible in the payment to third party suppliers through Disbursement Orders
Executive Assistant
· Providing administrative assistance, such as typing and editing e-mails, drafting memos, and preparing communications on the executive’s behalf
· Answering phone calls in a polite and professional manner
· Responsible in the inventory and procurement of various office supplies and equipments
· Keeping record on the incoming and outgoing communication (memos, mails and documents) and distributing them to the appropriate person in charge
· Welcoming visitors and identifying the purpose of their visit before directing them to the appropriate officer or personnel concerned
· In charge in the preparation of monthly and quarterly reports of the branch
· Filing and storing of various documents, memo’s and guidelines needed by the branch
· Maintain paper and electronic filing systems such as renewal of BTR Bond of all personnel 
· Accurately recording minutes from meetings.

New Accounts
· In charge in the opening, closing of Current/ Savings Account and reactivation of dormant accounts 
· Acts as frontliner and attend to various queries and requests relating to opening/closing of accounts and various online Bank products and remittances
· In charge in the processing of ATM card replacement, checkbook requisition and forced spinning of ATM and cash cards
· Perform selling and conversion of foreign currency transactions such as (USD and YEN)
· Interview customers in order to obtain information needed for opening and updating of accounts 
· In charge on the issuance and tracking of Official Receipt (OR)	

China Bank Corporation
Iznart Street, Iloilo City
Branch Operations Assistant (February 2019- May 2020)
· Daily printing and checking of reports of the previous day's transaction
· Responsible for the proper accounting of the Branch's Accounting Transactions and General Administrative duties 
· In charge in the call backing of the daily transactions of the branch.
· Responsible in the monthly inventory of  stationary and supplies used (SSU) by the branch
· Responsible for the processing of all Outward Checks to be presented to the PCHC.
· Monitoring and processing investments in peso and in foreign currency
· Responsible for the processing of other investment products.
· Responsible for the Loan documentation, facilitation of Loan transactions and coordination with different departments as necessary in providing exceptional service loan clients

Department of Labor and Employment (DOLE) – Region VI
Project Coordinator under the JobStart Philippines Program (November 2017 to March 2018)

· Supervise and monitor the implementation of Jobstart at the regional level
· Provides technical assistance to the DOLE - Field Office and Philippine Employment Service Office (PESO) in the development of Jobstart monthly work and financial plans
· Manages the utilization and monitoring of program funds in accordance with the rules and regulations specified in the funding guidelines 
· Oversees the PESO Job matching and referrals of JobStarters to employers 
· Monitors the updating of data in the PESO Employment Information System that contains the profile of JobStart trainees and employers at the regional level

Land Bank of the Philippines
On-the-Job Trainee, Salary Loans Unit (November 2016 - January 2017 / 250 hours)

· Checks and ensures the completeness of each loan document requirements before subject for approval
· Prepares debit or credit memos for adjustments with regards to the amount due that has already been posted in the system
· Computes and checks if the outstanding balance of each client for each month is the same as the one that is reflected in the Land Bank Mobile loan saver (LMLS) system 
· Scans and saves each loan documents that have already been approved 
· Monitors clients who are already in past due status

Narita Electric Company
Bookkeeping Intern / On-the-Job Trainee (November 2014 - March 2015 / 120 hours)

· Sorting and filing of vouchers, sales invoices and receipts



PROFESSIONAL CERTIFICATION


· Civil Service Examination – Professional (October 2016)

PERSONAL INFORMATION



Age:			27 years old
Birthdate:		June 8, 1996
Sex: 			Female
Civil Status: 		Single
Religion: 		Roman Catholic
Language: 		English and Filipino
Nationality:		Filipino
Weight:		62 kg
Height:	            5’1 ft.


CHARACTER REFERENCES


Gemma J. Herrera
Acting Branch Operations Officer
Land Bank of The Philippines
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