Katarina Qalobula Muavono Rauca
	
	PERSONAL INFORMATION
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	Marital status: Married              Nationality: Fijian            Gender: Female


Age:35                DOB: 14-Mar-1986

Purpose
“It is in the nature of man to rise to greatness if greatness is expected of him.”
John Steinbeck

	DEMONSTRATED SKILLS AND ABILITY

	
	
· Responsible and reliable.
· Thorough knowledge around Information System and Accounting.
· Excellent team player and ability to work independently.
· Ability to lead and complete a project on time.
· Proficient in both Microsoft Word and Excel.
· Good command of both written and spoken English.
· Customer Service Oriented.
· Resourceful in terms of cold calls
· Organization Skills-Sorting and filing of invoices, statements of business transactions.
· Courage to overcome obstacles while working under pressure.
· Dynamic, creative and enthusiastic in all things.
· Confident and strives to present the very best.
· Customer and sales focused. 
· Ability of accurate money handling skills from previous work experience.

	TECHNICAL SKILLS

	
	· Audio typing
· Typing speed 50 words per minute
· Presentation and communication
· Microsoft office tools 2016
· Email outlook express


	HOBBIES

	
	Reading, Writing, surfing the web, cooking, socializing, swimming, gardening, photography.




	Work Experience

	BSP Life (Colonial)
Attaché 
2005
[image: ]


	
· I worked for BSP Life Customer Service doing packing of mail for customer regarding their insurance 
· First contact how to serve and handle the customer who we serve over the counter and on the telephone
· Trained on the basic knowledge of the Insurance products

	
BSP Bank

Attaché

2009 – 2010
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I was attached for 6months at BSP Bank. I was taught what goes on at the counter when serving or attending to a customer query. My job that was assign to me were:
· Receiving and dispatching mail: must enter all details of mail in the register before delivering to allocate officer.
· Statements: ordering of customer statement daily and updating registers on statement that is collect from the counter daily
· Forms: all forms should be printed and ready before the branch opens every morning
· Requirements: must know requirements that is needed when you what to open new account/Lost Card/Statements
· Answering of telephone with 3 rings and greetings and extension of staff should be correct when transferring and must advice the caller that you will be transferring/hold the call so that you can check the staff and apologies on the phone if the client is waiting too long.
· Also, taught to smile and greet customers and apologies if they are waiting in line for more than 3minutes or so before they are served.


	
BSP Bank

Customer Service Officer

2010 – 2012
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I worked at BSP Bank as Customer Service Officer. My job specializes in serving customer over the counter and by telephone with queries:
· Creating New Accounts, issuing of card (New/Replacement).
· Statements: ordering of customer statement daily and updating registers on statement that is collect from the counter daily
· Forms: all forms should be printed and ready before the branch opens every morning
· Register should be balance daily.
· Issue of Travel Safe Insurance
· Receiving deposit and withdrawals
· Creating Internet banking logins and SMS banking.
· Subsidiaries are verified daily and restock before open of business daily
· Inward and outward mails are checked and ready for respective teams. 
· Project that I was assigned to was to test the new eftpos machine and issuance of the VISA Debit Card
· Updating Passbook and giving account balance to correct bank account holders
· Requesting for cheques to be cleared on the same day as requested by customer via Special Answer


	Fiji Election Office
Assisting Presiding Officer
2014
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· Trained as Assisting Presiding Officer 2014 General Election
· My job includes verifying all votes with the list of those that register to vote at the polling center
· Counting of votes and helping the Presiding Officer on housekeeping rule

	
Harmoney Ltd Fiji

Administrator

26/01/2015 – 01/06/2016
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1. Account Update:

Investor & Borrower Accounts
i. Name and ID verified
ii. Jumio Verification
iii. Address
iv. Bank Account Details
v. Credit Checks
vi. Update Financial Details
vii. Rewrite /Top Up Activation

2. Centrix & Veda Verification Escalations:

i. Confirm that details provided by customer are correct and matched with NZTA and DIA
ii. Verified Address
iii. Remove credit file if it’s fraud case
iv. Remove credit file if we run more than one credit file
v. Confirm if the credit file and Veda score are correct

3. Credit Assessment:

i. Check all bank statement to have income before submitting documents to credit for assessment
ii. Follow up with credit for decision
iii. Update customer accordingly or individual account manager of the decision

4. Calling and emailing customer for follow ups



	
Harmoney Ltd Fiji

Finance Assistance & Reconciliation Officer

01/06/2016 – till date
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1. Applied payments for both AU & NZ customer 
2. Applied funds (Deposit & Withdrawals) for Investors (Retail, Institutional & Wholesale)
3. Daily interaction with NZ & AU creditors on payments made
4. Resolving missing payments & funds for borrowers & lenders
5. Liaising with NZ & AU banks and creditors confirming of payments received

6. Involved in institutional funding across AU & NZ markets for peer to peer lending


7. Assist Lender services team in troubleshooting issues on lender accounts affecting available funds

8. Handling Finance Escalation from
i. Locating payments
ii. Rescheduling of loans
iii. Waiving of fees
iv. Updating bank account
v. Generating statements & Payoff Quotes
vi. Fixing Accounts
vii. Updating payments schedule
viii. Handling general enquiries
ix. Payment Protect
 x. Updating Repayment Frequency

9. Reconart Trained for AU & NZ
. Reconciling recorded payments and internal movement daily for both the AU & NZ markets

10. Australia Bank Reconciliation:
i. Applying payments from Investor Institutional to borrower payments

ii. Manually reconciling all payments that was paid out of Harmoney AU and what we received daily

11. Loan Cancellation

12. Recovering invoicing on written off loan that have been sold off


13. Training new team members when they join Finance
14. Updating COP for Finance process






	Education

	Tertiary Education
	
	

	
	University of the South Pacific
	2021

	
	Fiji National University
	2007 - 2010

	
	University of the South Pacific
	2004 - 2005

	Secondary School
	
	

	
	Dudley High School
	2000 - 2003

	
	
	

	Primary School
	
	

	
	Dudley Intermediate School
	1998 - 1999

	
	Suva Methodist Primary School
	1994 – 1997

	
	Annesley Methodist Infant School
	1992 – 1993


	
	
	



	Training and Development

	Training
	
	

	
	National Consumer Credit Code and Protection: Responsible Lending Training
	2018

	
	Privacy Act
	2018

	
	The Financial Advised Act (2008) and Regulation
	2018

	
	Financial Service Providers (Registration and Dispute Resolution) Act 2018
	2018

	
	The Competition and Consumer Act (2010) Australian Consumer Law
	2018

	
	Responsible Lending Code – NZ
	2018

	
	Payment Protect
	2018

	
	Recognizing Hardship
	2018

	
	Fair Trading Act
	2018

	
	Financial Markets Conduct Act
	2018

	
	Credit Contracts and Consumer Finance Act and Amendments Act
	2018

	
	The Corporations Act
	2018

	
	General Compliance AU & NZ
	2018

	
	P2P License Conditions
	2018

	
	Data Breach Response Plan – AU
	2018

	
	Anti-Money Laundry
	2018, 2019, 2020, 2021

	
	Reconart Training
	2017, 2018, 2019,2020

	
	
	






	Referees

	Ms. Alini Nasau
Team Leader
Mindpearl Limited, Suva
Taxfree Zone, Kalabu.
Phone: +6798960724

Email: alini.nasau@harmoney.co.nz

	Moses Waqa
Team Leader
Mindpearl Limited, Suva
Taxfree Zone Limited
Valelevu, Suva
Phone: +679 9258390
Email: moses.waqa@harmoney.co.nz

	[bookmark: _GoBack]Ms. Susana Tinanalevu
Customer Services and Sales Manager
Mindpearl Limited, Suva
Taxfree Zone, Kalabu.
Phone: +6798935462
Email: susana.tinanalevu@mindpearl.com
	Taitusi Nasedra
Claims Officer
Tower Insurance, Suva
Level 1, TOWER  House, Thomson Street
Phone: +679 9029053 (M)
Email: Taitusi.Nasedra@towerinsurance.com.fj




	Contact Detail: (Mob) +679 9988226:|Email:    kata.muavono@gmail.com
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