 Sample: Functional resume # 1 – Experience employee
YOUR NAME
Address
Contact phone number 

Email: abc@abc.com
 
CARRER OBJECTIVE

 

To obtain a position where I can maximize my multilayer of management skills, quality assurance, program development, training experience, customer service and a successful track record in the banking industry.

SUMMARY OF QUALIFICATIONS

 

· Results-oriented, high-energy, hands-on professional, with a successful record of accomplishments in banking  industries.
·  Experience in training, quality assurance and customer service with focus on providing customer with the highest quality banking product such as consumer deposit products, automobile financial services, consumer loan products & forex related services.
· Extensive knowledge in  banking lending policies, practices, compliance and underwriting criteria with processing collateral loans, unsecured personal loans, asset-based loans and mortgage-based loans in accordance to audits guidelines.
·  Major strengths include strong leadership, excellent communication skills, competent, strong team player, attention to detail, dutiful respect for compliance in all regulated environment and supervisory skills including hiring, termination, scheduling, training, payroll and other administrative tasks. Lead the team with a clear vision to accomplish the company goals.

·  Computer and internet literate.


PROFESSIONAL ACCOMPLISHMENTS

 

Branch Manager (ABC Bank, Penang branch)
· Counsel customers in the selection of financial products in order to meet their financial planning and banking needs by creating a systematic process and guideline for the staff to provide excellent customer service.

· Consistently met and exceeded sales quotas and standards by cross-selling & up-selling bank products and services.

· Successfully lead the team to increase branch loan production volume from 20% to 65%.

· Personally sold a variety of loans by pulling CBA, creating loan worksheets and making recommendations to lenders upon request.

· Provided monthly operation review reports to General Manager with recommendation for improvement opportunities to increase revenue, quality & customer satisfaction.
· Provided bi-yearly reports for Bank Negara auditors and successfully maintained compliance above the standards.

· Successfully supervised 15 staff in the branch with zero attrition for the past 3 years. Enhanced employees training & development needs including their benefits.

· Lead a team to introduce internet banking services to customers


EDUCATION

· MBA (Finance & Human Resource) – USM, 2006

· BA (Banking) – UITM, 1999
References available upon request.
 

 Sample: Functional resume # 2 – Fresh graduate 
YOUR NAME
Address
Contact phone number
Email: xxxx@xxxx.com

OBJECTIVE: 
To obtain a management trainee position in a multinational which offers a professional working environment and enables me as a fresh graduate to grow while meeting the corporation’s goals.

EDUCATION:

UNIVERSITY KEBANGSAAN MALAYSIA (UKM)
Bachelor of Arts in International Trade 
Cumulative Grade Point Average : 3.8/4
Honors and Awards: 
• Granted direct entrance to UKM
• Steadily received scholarships for excellent students from UKM 

Significant coursework: Foreign trade economics, Foreign trade transaction techniques, Transportation and forwarding, Customs procedure, Business administration, Laws in foreign trade, International marketing, International economic relation, Foreign investment, Theories of finance and currency, Business operation analysis.

ACTIVITIES:

UKM English Club September 2000-September 2001
President
• Organized club events including regular club get-togethers and special occasions such as Christmas, Valentine’s Day.
• Assisted other students to improve their English skills
• Won the 1st Prize in the City Festival of Foreign Language Speaking Clubs held by the Youth Cultural House

Member of Student Union - January 1999-January 2003
• Actively participated in many activities such as: Voluntary Saturday, Cultural Exchange, Charity.
• Raised fund to help children in flood-stricken areas.

Green Summer Campaign - 
• Taught and help poor children in rural areas.
• Responsible for organizing campaigns against drug abuse and AIDS.
• Raise people’s awareness of drug and AIDS

English tutor 
• Assisted students in their study for college entrance exams.
• Encouraged students to be independent learners.

SKILLS:

Computer: Familiarity with Microsoft Word, Excel, PowerPoint
Languages: Malay (native), English (fluent)
Enthusiastic, quick to learn with good interpersonal and organizational skills. Have a high sense of responsibility and believe in “It pays to work hard”.

REFERENCE:
Available upon request
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