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OBJECTIVE:


To be able to obtain a challenging position in a prestigious company that will develop myself as a professional and to provide me with the best exposure, knowledge and experience in the field I am pursuing.
AREA OF INTEREST:


Computer skills, MS Word, MS Excel, arranging files, organizing and analyzing document.

WORK EXPERIENCE:

Expected Salary: 4,000 – 5,000 AED

DATA ANALYST – TEAM LEADER

Alabang Muntinlupa, Philippines
Period of Employment:  March 11, 2003 – March 15, 2015
· In-charge of team that maintains employee and organization information.

· Responsible for planning, execution and evaluation of the day-to-day operations and activities.

· Coordination and escalation of relevant information and issues related to every project.

· Ensures the adherance to agreed Turn-Around Times for the team.

· Handles information system concerns and resolves cases and issues arrived within the team.

· Communicate with the client base in US in every conference meeting.
CASHIER:

SHOEMART (SM) – Megamall
Supervalue, Inc.

Mandaluyong City, Philippines
Period of Employment: September 6, 2002 –  February 24, 2003
· Greet customers entering establishments.

· Receive payment by cash, check, credit cards, vouchers, or automatic debits.

· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Maintain clean and orderly checkout areas.

· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.

SALES CLERK
UNIWIDE – Caloocan Branch

Caloocan City, Philippines
Period of Employment: July 1997 to January 1998
· Provides good customer service at the selling area. 
· Assists in visual display of merchandise. Keep records of stocks for inventory.

· Replenishes stocks periodically.

· First line person for front counter customer assistance, i.e. answers phones, wait on customers. 

· Prepare weekly time card summary as assigned 

· Maintenance of utility accounts 

· Other tasks as assigned
On the job training: Active Bank – Tanay, Rizal Philippines

· Period: April to May 2001

· Encoding 

· Counting bills

· Depositing funds to other banks

· Arranging files

OTHER SKILLS:

Organization and Time Management Skills

· Many years of experience successfully managing and organizing personal time and workload.

· Proven ability to understand and follow complex instructions.

· Produce quality work even when under extreme time pressure and deadlines.

· Collaborate in teams to produce quality reports and output.
· Work with motivation and focus.
Communication and People Skills

· Effective working with people of different backgrounds and temperaments.

· Cooperatively work with others to produce and deliver the required work.

· Consistently maintain a positive attitude and enjoy helping people inside and outside the organization.
Technical Skills

· Accurate and rapid encoder/typist.

· Experienced in document analyzation (through  working in Business Processing Outsource company for 12 years)
SEMINAR/WORKSHOP ATTENDED:

Leadership workshop and training 

Univesity of the Philippines

January 2001

 Diliman Campus



 Quezon, City 
EDUCATION:

TERTIARY

University of Rizal System – Pillilla, Rizal
Course Completed: Bachelor of Science in Business Administration

Major: Banking and Finance

SY  2001 – 2002

Thesis Title: Preferred Qualities of Bank Managers in Tanay, Rizal

SECONDARY
Malaya National High School

Malaya, Pililla, Rizal

4th Honor

SY 1996-1997

ELEMENTARY

Niogan Elementary School

Niogan, Pililla, Rizal

SY 1992-1993

PERSONAL DATA:

Date of Birth:

March 25, 1980

Place of Birth:

Niogan, Pililla, Rizal

Age: 


35
Citizenship: 

Filipino

Civil Status: 

Single

Sex:


Female

Religion: 

Catholic

Language Spoken:
English/Filipino

