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BANGI, REBELYN B.

#77 Rizal St. Guiset Sur, San Manuel Pangasinan
Contact Number: 09150938848
Age: 28
Birthday: September 30, 1994

Email:rebelynbangi0@gmail.com
OBJECTIVE 
To be part in your company so that I can apply my skills and knowledge to contributes success, good relationship to my co-workers while I am gaining experience and learn more in your company. And give all my best regarding in my profession. Likewise, I am willing to learn new things and willing to take any responsibilities regarding in my work.
EDUCATIONAL BACKGROUND:
College Level 

2012-2015      Bachelor of Science in Business Administration 

                       Major in Operational Supply chain Management 

                       Our Lady of Fatima University  
2011-2012      Bachelor of Science in Business Administration

                       Major in Management

                       Pan Pacific University North Philippines

                       Bachelor of Science in Business Administration

                       Major in Management 

                       Far Eastern University 
High School Level                                                                                                                                               
2006-2010     Meycauayan National High School 

                      Meycauayan Bulacan    
Elementary Level 

2000-2006     Juan C. Laya Memorial School 

                      San Manuel Pangasinan
SPECIAL SKILLS AND TALENT

· I have the potential to manage a business 

· Ability to work in teams in challenging personalities
· Have a highly regarded skills in networking 

· Motivated

· Proficient in Microsoft Word, Excel
INTERNSHIP
Standard Insurance Corp., Inc.

April 15, 2014 to July 7, 2014    

360 hours

Standard Insurance Corp., Inc, Philippines, 2014 Sen. Gil Puyat Ave. Makati City
· Assisted in the Claims Department
· Worked with Vice-President and staff to process the papers for the insured properties.

WORK EXPERIENCE
Atty. Joey Valdez Law Office
March 23, 2015 to October 9, 2015

Law Office Secretary

Ambrosio Ramos St. Guiset Sur, San Manuel Pangasinan
      Job Description

· Maintain calendars and schedules for a number of attorneys.
· Prepares and types pleadings, any deed of conveyance, agreements and other legal papers.

· Communicating and assist clients about cases or other legal issues. 

· Understand the basics of a number of court documents.

· Arranges for the filing of court documents.

· Arranging for the delivery of legal paperwork.

· Scheduling, coordinating and confirming court hearing dates, appointments and meetings.
· Responsible for land titles and other issues about properties. Likewise, coordinating to all Government offices regarding about land transfer.
Business Machine Corporation

October 13, 2015 to October, 2016 

Credit and Collection Assistant

Carson Bldg., Orense cor. Del Carmen St., Guadalupe Nuevo, Makati City
      Job Description

· Posts data from invoices, official receipts and debit/credit memos to accounts receivable ledger and balance the latter.

· Files invoices, debit/credit memos sales orders after posting data to accounts receivable ledgers.
· Prepares and types monthly collection reports, aging reports, statement of accounts, schedules of accounts receivable and analysis of accounts receivable based on accounts receivable ledger and collectors.
· Prepares collection/official receipts for mailing to customers after cashier has issued them.

· Answer telephone inquiries and verifies on the true credit standing of customer.

· Setting up and maintenance of customer credit files.

· Processing of credit applications, including follow-up with credit references and reporting them to the C&C Head.

· Responsible for performing credit checks, reviews and request from customer as well as new employee using credible Credit Investigation Companies and other sources.

· Communicate to the C&C Head and CFO all past due payments by daily reports.

· Assist the C&C Head in establishing credit lines, setting of credit limits and resolving customer issues related to credit and collection.
· Recording and entering of customer data into electronic databases and answering of general credit lines.

· Calls customer in Luzon, Visayas and Mindanao to ask why they have not paid and conveniences them to deposit payment in our account and sends them corresponding receipts after.

· Responsible in generating monthly sales.

· Generating and sending Statement of Accounts (SOA), reminders and notice of collection and/or demand letters.

· Assist in updating and posting transactions in the Customer’s Subsidiary Ledgers (A/R).

Atty. Joey Valdez

October 10, 2016 - Present
Law Office Secretary

Ambrosio Ramos St. Guiset Sur, San Manuel Pangasinan
      Job Description

· Maintain calendars and schedules for a number of attorneys.
· Prepares and types pleadings, any deed of conveyance, agreements and other legal papers.

· Communicating and assist clients about cases or other legal issues. 

· Understand the basics of a number of court documents.

· Arranges for the filing of court documents.

· Arranging for the delivery of legal paperwork.

· Scheduling, coordinating and confirming court hearing dates, appointments and meetings.
· Responsible for land titles and other issues about properties. Likewise, coordinating to all Government offices regarding about land transfer.

SEMINARS AND TRAINING ATTENDED

· “SAP Business One”
October 2012

Our Lady of Fatima University

· “Warehousing”

May 12, 2014

Our Lady of Fatima University

· “Halal Logistics”

May 19, 2014

Our Lady of Fatima University

· “Cold Chain Logistics”

May 26, 2014

Our Lady of Fatima University

· “Corporate Social Responsibility Seminar”

October 1 2014

Our Lady of Fatima University

· “Negosyo Mo, Palaguin Natin Para sa Matatag na Bansa”
October 3, 2014

Our Lady of Fatima University
CHARACTER REFERENCES

Engr. Romeo C. Rivera

Engineer

09175014888

Sagpat Sur, San Manuel Pangasinan
Atty. John Philip Reyes

Professor/Lawyer
09178698627

Our Lady of Fatima University
Atty. Joey N. Valdez
Lawyer
09277935454
Ambrosio Ramos St. Guiset Sur, San Manuel Pangasinan
  I do hereby certify that the above information is true and correct to the best of my knowledge and belief.

                                                      _______________________________              

                                                                     Rebelyn B.Bangi 

