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DONNA MANCE DE OCAMPO 	 	 
Blk 15 Lot 13 Celina Plains 3 Subdivision Brgy Pooc Santa Rosa City, Laguna 
+63 9282140340 donnadeocampo816@gmail.com 
_________________________________________________________________________ 
Objective: 
Enthusiastic individual eager to contribute to team success through hard work, attention to detail and excellent organizational skills. Clear understanding of work responsibilities motivated to learn, grow and excel. 
Work History: 
Philippine Savings Bank 2007 – up to present : New Accounts Associate 
· As a New Accounts Associate, i am task to generate business for the Bank by providing excellent customer service and efficiently processing clients' transactions in the areas of new accounts or loans. 
· Part of my job responsibilities, my job scope are mainly: Productivity, Cross Sell and Customer Service 
· As a New Accounts Associate, i am task to process opening of new accounts and ensure compliance to the existing policies and procedures on account opening and AMLA. 
· Part of my responsibilities are to ensure correct encoding of client's information on bank's system, process scanning of account opening documents, filing and safekeeping. 
· I am also task to process local and foreign bills sent for collection, process outward remittances of client. 
· As a New Account I am responsible to monitors and process term placement transactions and maturities. 
· Acts as co-custodian for the inventory of accountable forms and ensure accuracy of related reports 
· Perform accounts and SVS clean up, and other regularization of the branch. 
· Process loan applications of branch, prepare and ensure completeness of loan documents 
· Request and review credit investigation or appraisal report 
· Encode application on bank system 
· Check and monitor status of application 
· Prepare documentation requirements upon approval 
· Monitor release of approved loans 
· Ensure correct tagging of mode of payments for approved loan 
 
 
· Vassar Industries Inc.  : 2004 - 2007 : Sales Associate 
 	A manufacturing company that produces a plastic container/products located in Malugay St. Makati City, I worked as an Account Specialist handling some of the key accounts like SM, Jollibee, Coca-Cola Bottlers Inc., Selecta. 
 
· Advertising Communicators and Marketing Professionals : 2002 – 2004 Account Associate 
 A young fresh graduate then who worked as an Events Manager handling the ingress/egress of the event, soliciting/coordinating with the exhibitors and sponsors. Some of the events i handled : College Calls, a one-stop shop of all the schools and universities for all incoming college students, it was held in Megamall. 
 
 
Educational Qualifications:  
· Master in Business Administration and Marketing  Polytechnic University of the Philippines in Sta. Mesa, Manila  2007 - 2010 
 
· AB Communication Specializing in Advertising Lyceum University of the Philippines Intramuros Manila  
1998 – 2002 
 
· High School Diploma 
University of the Perpetual Help System - Laguna 
1994 - 1998 
 
 
 
Summary of Qualifications: 
 
· Excellent communication skills, proficient in English 
· A driven person who is willing to work beyond what is being tasked 
· Excellent knowledge in marketing skills 
· Ability to do multi-tasking 
· Flexible and goal oriented 
· Has a cheerful personality and good rapport to clients 
 
 
Certifications / Trainings: 
· In10sify Certification: Frontliners Creating an Army of Promoters - a Training Workshop organized by Customer Experience – June 2017 
 
· B2B Back To Basics for New Accounts – Sept 2019  
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