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PROFESSIONAL SUMMARY _________________________________________________________________________________________
                                     Detail-oriented professional with expertise in file management, telephone handling and office etiquette. Demonstrates strong skills in inventory control and basic computer knowledge, ensuring efficient office operations. Committed to leveraging these competencies to support organisational goals and enhance administrative functions.

WORK HISTORY _________________________________________________________________________________________
06/2016 – 11/2019   OUTWARD CLEARING ASSISTANT
                                   BDO NETWORK BANK – Davao City, Philippines
· Timely process Other Bank’s Check deposit for clearing.
· Kept and maintained accurate filing system for preservation of reports.
· Used problem-solving skills to resolve challenges and priorities workloads.
· Answered phone calls promptly, providing excellent customer service.

07/2005 – 06/2016    PROCUREMENT ASSISTANT
                                    ONE NETWORK BANK – Davao City, Philippines
·  Canvass and prepares Purchase Order.
· Prepared detailed reports on procurement activities, providing valuable insights into operations.
· Monitored delivery schedules closely to ensure timely receipt of goods.
· Coordinated with accounts payable department on invoice discrepancies, facilitating quick resolution.
· Optimised material flow through regular review of inventory levels.

SKILLS
_________________________________________________________________________________________
· File management experience
· Telephone handling
· Office etiquette
· Inventory control
· Basic computer knowledge

EDUCATION
_____________________________________________________________________________
06/1999 – 03/2002 Bachelor of Science in Airline Management and Accountancy
                                         MATS College of Technology – Davao City, Philippines









                                   
