Dear Sir/Madam:

Good day.

This is to inform you of my intention to apply for a position suitable to my qualifications and experience in your esteemed company.

I am Michael Albert S.D. Yao, 24 years of age, I started my career as New Accounts Sales Representative/ Customer Service Representative from June 06, 2007 up to May 27, 2008 for 1 year and was appointed as an Alternate Universal On-line Teller from May 28, 2008 up to November 18, 2008 while I was still a New Accounts Sales Representative. Later, I was promoted as Branch Operation Assistant/Accounting Clerk from November 19, 2008 up to September 13, 2010, however I am open to new learning and work experiences that will be of value to my professional development as well as the company’s.

Attached are my Curriculum Vitae for your reference.

I can be reached thru my mobile number: 056-1476616 and is available at your convenient time.

Thank you for your time. Hoping for a positive response from your side.

Truly yours,

Michael Albert S.D. Yao

056-1476616/ 02-6278355
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MICHAEL ALBERT SAN DIEGO YAO
Career Objective

To obtain a position with a well established organization that will enable me to use my strong organizational skills, educational background, and ability to work well with people. 

	Professional Experience
	

	
	

	Dates
	November 19, 2008 – September 13, 2010

	Position in Company
	Branch Operation Assistant / Accounting Clerk

	Company Name
	Allied Banking Corporation 

	Address
	#59 Real St., Alabang –Zapote Road, Pamplona, Las Pinas City

	Work Description
	· Handles processing and balancing of outward clearing checks.
· Makes computations for balancing, maintaining ledgers and completing reports.
· Act as resident auditor in the branch.

· Prepares Bank Statements of the Accountholder.


	Dates
	May 28, 2008 – November 18, 2008

	Position in Company
	Universal On-line Teller / Customer Service Representative

	Company Name
	Allied Banking Corporation

	Address
	#59 Real St., Alabang –Zapote Road, Pamplona, Las Pinas City

	Work Description
	· Provide superior and quality customer service; provide customers efficient and accurate transaction processing.

	Dates
Position in Company
Company Name
Address
Work Description

	June 6, 2007 – May27, 2008
New Accounts Sales Representative/ Customer Service Representative
Allied Banking Corporation
#59 Real St., Alabang – Zapote Road, Pamplona, Las Pinas City
· Processes client's application for all deposit accounts.
· Attends to simple client's inquiry and requests.

	Educational Qualification

	
	

	College
	Bachelor of Science Major in Business Management
San Sebastian College Recoletos Manila
Claro M. Recto Ave., Manila, Philippines
June 2004 - April 2007
Financial and Managerial Accounting
San Sebastian College Recoletos Manila
Claro M. Recto Ave., Manila, Philippines
June 2003 - April 2004

	High school
	Mariano Marcos Memorial High School
2090 Dr. M. Carreon St., Sta. Ana, Manila, Philippines
June 2001 – March 2003

	IT Skills

	
	Lotus 1-2-3, Lotus Word Pro, (MS Office) MS Word, MS Excel, MS PowerPoint, MS Publisher, Outlook, Internet, Email Applications 

	Other Skills
	Driving and Basic Troubleshooting

	Trainings & Seminars

	
	

	Years
	Title of Seminar
	Conducted

	October 16 – 24, 2009
	Branch Operation Assistant
	Allied Banking Corporation,
6754 Ayala Avenue, Makati City, Philippines

	December 1, 2007
	Counterfeit Detection
	Allied Banking Corporation,
6754 Ayala Avenue, Makati City, Philippines

	October 15 – November 9, 2007
	Universal Teller Training Program
	Allied Banking Corporation,
6754 Ayala Avenue, Makati City, Philippines

	October 20, 2007
	Signature Verification
	Allied Banking Corporation,
6754 Ayala Avenue, Makati City, Philippines

	September 22 – October 6, 2007
	New Accounts Seminar
	Allied Banking Corporation,
6754 Ayala Avenue, Makati City, Philippines

	August 1, 2006
	Quantitative Approach in Production and Operations Management
	Little Theater, San Sebastian College Recoletos Manila, Philippines

	September 6, 2006

	Entrepreneurship: Growth of a Small Enterprise
	Entrepreneurship: Service Enterprise
Entrepreneurship: Family Experience
Activity Center 5th Level SM Manila, Philippines

	March-April 2006

	On the Job Training

	Bank of the Philippine Islands (Family Savings Bank) Cavite, Philippines

	Organizations Participated

	
	

	June 2003 – April 2004
	Junior Philippine Institute of Accountants

	June 2005 – April 2007
	Sebastinian Business Management Society

	Personal Information

	First Name:
	Michael Albert

	Middle Name:
	San Diego

	Last Name:
	Yao

	Gender:
	Male

	Date of Birth:
	September 23, 1986

	Nationality:
	Filipino

	Visa Status:
	Tourist Visa

	Date of Issue
	September 06, 2010

	Valid Until
	November 04, 2010

	Marital Status:
	Single

	Passport
	XX2227408

	Contact Information

	Email Address
	mykel092503@yahoo.com

	Address
	Flat 305 Sanyo Building,  

Electra St., Abu Dhabi, U.A.E.

	Contact Nos.
	056-1476616/ 02-6278355


	

	References

	
	

	Mrs. Maria Cristina C. Lizardo

	Assistant Manager 
Allied Banking Corporation – Zapote Branch
Mobile : 00639228434894

	Mrs. Julieta G.Torreno
	Branch Head
Allied Banking Corporation – Zapote Branch
Mobile : 00639173790968

	Ms. Myann Succor Abis

	Staff Nurse 
Al Noor Hospital, Khalifa Street 
Mobile : 0503122620

	Ms. Janet B. Escobar
	Assistant Manager 
BPI Family Savings Bank 
Mobile : 00639228805394


