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Senior Document Analyst


Athena E-Services


Review and determine the effectiveness of existing documents, and understand the impact that business, regulatory, and operational changes will create. Manage a document project from inception to implementation and retrieve and disseminate information nationwide to numerous groups. Conduct analyses and write reports of findings for presentation to management.Serve as an internal/external contact person on assigned projects and reports.Responsible for the accuracy of data on assigned work. Track projects to ensure that they are within budget and completed at the specified time frame.











May 2004– Aug 2006





HTML





Adobe Photoshop








Receptionist/Admin Assistant


La MaisonD’Hotes


Greeting personal and telephone callers and answer queries about the services that our hotel offers. Make reservations, check guests into and out of the hotel, give information on facilities available and advise visitors about places of interest. Prepare invoices and file documents. Providing administrative support to ensure efficient operation of the office. Supports managers and employees through a variety of tasks related to organization and communication. Responsible for confidential and time sensitive material.











Nov 2006 – June 2008





Data Entry Clerk


Collinson


Participate in the performance of a variety of duties involved in collecting and entering data into an electronic computer according to programmed instructions; verify and distribute resultant printouts as required. Coordinate the collection of data from point of origin; participate in the preprocessing of data to locate missing information and to make corrections as necessary. Verify data entered into computer by checking printouts for errors and correcting as required; perform statistical checks to ascertain accuracy of data entered. Makes necessary corrections to information entered. 





Sept 2008 – Nov 2018








University of Santo Tomas


Philippines


BS Computer Science





Divine Word College


Philippines





Maria


Data Entry Clerk





People find me to be an upbeat, self-motivated team player with excellent communication skills. For the past several years I have worked in data entry, admin and secretarial, telemarketing, and customer service. My experience includes successfully achieving goals and deliverables. I'm a friendly person, I’m honest and punctual, I work well in a team but also on my own. I have a creative mind and am always up for new challenges. I am a dedicated, organized and methodical individual. I have good interpersonal skills, and am keen and very willing to learn and develop new skills. I am reliable and dependable and often seek new responsibilities within a wide range of employment areas. I have an active and dynamic approach to work and getting things done. I am determined and decisive. I identify and develop opportunities.





CONTACT ME





E-mail: � HYPERLINK "mailto:maria.20148@2freemail.com" �maria.20148@2freemail.com� 





Self-Motivation





Team Work





Decision Making





Creativity





Adaptability





PC Installation





MS Office





SKILLS














WORKEXPERIENCE





ABOUT ME








