[image: image1.jpg]



Gulfjobseeker.com CV No: 1349784

Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
PROFESSIONAL EXPERIENCE
Data Analyst/Data Entry Operator/Sales Administrative Assistant/Inventory Checking
· Prepare complex reports for managed-care organizations and insurance companies, ensuring full compliance with agency requirements and tight deadlines.

· Author professional correspondence to customers and vendors.

· Rapidly learn and master varied computer programs; recently completed Microsoft Office Suite certificate course.
· Responsible for the accurate stock movement in/out of warehouse

·  Assist with preparing internal sales reports
· Dealing with customer enquiries face to face, over the phone or via email.

KEY QUALIFICATIONS

· MS Office Suite and word processing software
· Hands on experience in creating and maintaining complex sales reports
· Proficient in handling projects and associated deadlines for sales personnel
· Highly skilled in managing general office functions and day to day duties for personnel in the sales department.
·  Superior time management skills and strong attention to detail

· Ability to prioritize workload; work effectively under pressure and to tight deadlines.

PROFESSIONAL EXPERIENCE
· Brigadoon Traders Incorporated
Position Data Analyst / Data Encoder/ Sales Administrative Assistant
July 25 2014
 – Dec. 25 2014

· Review and check applications and supporting documents.
· Code and process applications into required electronic format.
· Audit on-line applications for accuracy and completeness.
· Maintain complete activity logs and prepare reports.
· Respond to requests for information and statistics.
· Manage application changes.
· Communicate with applicants telephonically and in person.
· Provide guidance and information on application requirements.
· Prepared and submitted reports.
· Entered data into designated database and forms.
· Item checking in warehouse.
· Rounding the area and sales talk the people.
· Controlled screen data to eliminate missing records. 

· Investigated day-to-day activities to prevent errors and malfunctions. 

· Generated monthly reports on miscalculations. 
· MDS Emission Testing 
Position Data Analyst / Data Encoder/Computer Technician
July 25 2013- July 20 2014
· Verified, updated and corrected source documents

· Entered data into designated database and forms

· Checked printouts and performed statistical checks for accuracy

· Recorded all tasks and activities

· Prepared and submitted reports

· Researched and retrieved requested data

· Performed daily control functions
· Prepared documents for data entry
· Robinson Cabanatuan NE, Phil.
Sales Associate / In charge
Feb 2012 to July 20 2013
Ensure that each customer receives outstanding service by providing a friendly

· environment which includes Acknowledging and Welcome the customers Prepared and submitted reports.
· Quickly attend customer needs
· Give the customers due attention and assist them until the point of sale
· Communicate customer requests to management
· Merchandise products and maintain an inviting sales floor
· Any other tasks as assigned from time to time by any manager
· LGU Gapan City Hall 
Data Encoder/Computer Technician
Sept 2011 - Jan 2012

· Data Encoder
· Support Computer Technician
· Some minor error of computer and printer.

· Jollibee Fast Food Restaurant
Food Service Crew

Jan 2011 – Aug 2011

· Recognize and welcome the guest

· Assist guest and guide to their table

· Inform customer of daily specials

· Take orders from Guest 
· Serving the food and beverages

· Set up and clear tables

· Answering phone calls from guest regarding inquiring about menu and Birthday party

· Do all the duties with positive attitude

· Always maintain the grooming and hygiene standards.

· Perform any other tasks as commanded by the duty manager
EDUCATIONAL ATTAINMENT

TERTIARY LEVEL


School



: 
Asian College of Science and Technology


Address



:
2/F D & E Building Mgt., A. Luna St.







Baliuag, Bulacan Philippines


Course



:          
 Computer Science in Information Technology


Year Graduated


:
2008-2011
PERSONAL INFORMATION
Religion




:
Roman Catholic

Gender




:
Male

Status




:
Single

Citizenship



:
Filipino

VISA Status



:
Visit VISA

I herby certify that the above information is true and correct to the best of my knowledge and belief.
