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To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
JOB OBJECTIVES

To work fulltime wherein I can able to share my oriented skills and abilities in achieving the desired goal

 of a certain company, at the same time to have an experience working and enhance my abilities.

WORK EXPERIENCE

Universal Bank: July 2007 to July 2009

Data Entry Operator
 Job Purpose:
• Perform general data entry using Microsoft Excel and Word.

• Input data into a variety of computer programs with pace and correctness

Security Bank Cards: September 2009 to June 2013
Computer Operator

Job Purpose:

• Performed data entry-alpha and numeric data entry to add new records, verify, correct, edit, and change

• Input data into a variety of computer programs with pace and correctness

• Perform a wide variety of secretarial tasks in support of the business

• Answer phones and create notifications in the system

• Contact with internal and external customers

MAJOR QUALIFICATIONS

• Over 5 year’s data entry and administrative experience

• Typing Speed: 60 WPM

• In-depth knowledge of MS Office applications 

• Proven record of using honesty and discretion when handling business information

• Demonstrated ability to use office equipment with a high degree of accuracy and efficiency

CORE COMPETENCIES

• Relationship building

• Proactive approach

• Problem solving and decision making

EDUCATION

Philippine Maritime Institute – March 2000

ADDITIONAL CAPABILITIES
• Able to perform other clerical duties as needed

• Positive attitude and excellent interpersonal skills

• Demonstrated ability to maintain good manners and efficiency in routine professional relationships
 PERSONAL INFORMATION
·  Date of Birth   : November 19, 1984
·  Nationality      : Filipino

·  Gender            : Female

·  Status              : Single

·  Language        : Tagalog, English

· Visa Status       : Visit Visa

I hereby declare that the above information given is true and correct to the best of my

knowledge and ability.
