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PERSONAL INFORMATION

Sex: Female

Civil Status: Single

Religion: Born-again Christian

Nationality: Filipino

SKILLS

Computer Literate: 18 years of expertise. 

Specialization: Word, Excel, Powerpoint, Coreldraw, Adobe PageMaker/Photoshop, MSDos, Novell 1, 2, 4, 7, Adobe Acrobat document conversion, Irfanview document conversion, XNViewer document conversion.

Typing: 18 years of expertise. 

Stenography: 4 years of expertise. 

SPECIAL SKILLS

1. Can work under minimal supervision.

2. Can work in shifting schedule.

3. Multi-tasking

4. Adaptive

5. FastI- learner

6. Team player

7. Innovative

8. Dependable

9. Warm personality

10. Hard-worker

WORK EXPOSURES:

Trading Firm - Secretary

Export/Import - Secretary

Law Firm - Secretary (500 Hrs.)

Government - Admin Assistant

Private US-based Company - Data Entry/Data Controller
WORK EXPERIENCE

2014-Present

AL WATHIQ LEGAL TRANSLATION


General Function

Secretary to the General Manager

Duties and Responsibilities

· Types and proofreads documents.

· Assist the Manager/translator in the translation process

· Liaises with the other translation office

· Responds to customer’s inquiries such as office policies and procedures either by phone calls, emails or walk-in

· Communicates customer’s requests to the management

· In-charge of making invoice for customer’s transactions

· Audits and purchases office supplies

· Responsible for office payments such as bank transactions

· Operates and troubleshoots office equipment such as photocopier, scanner, fax machine and PCs

· Demonstrate excellent customer service especially to irate/frustrated customers.
2007-2014

DATA CONTROLLER STAFF

DATASCOPE COMMUNICATION (PHILS.) INC.

An Affiliate of Honolulu Data Entry Project, Hawaii
General Function

Ensures that Production’s data entry associates have files to key and the documents to be released are 100% complete, correct and readable.

Duties and Responsibilities

· Acknowledges receipt of all source documents, transmittals and shipment notices as soon as information or shipment is received.

· Checks e-mails for notices of incoming shipments, transmittals, project instructions related to batching, notice of change of priorities to be keyed or processed.

· Coordinates with DC Lead, counterpart PL or DMD Head on any notice of change of priorities, discrepancies in transmittals and/or any other problems encountered on the received source documents.

· Enters/imports all received shipments into TIS and generates the Received Shipment Report to be sent to HDEP and other DCPI personnel.

· Received all shipments deliver by courier and checks for completeness and accurateness as per transmittal or shipment notices.

· Confirms discrepancies found between the received source documents and transmittal list with DC Lead, counterpart PL, concerned QC Staff and/or DMD Head before reporting it to client and/or HDEP.

· Reports legibility of the documents received or being processed.

· Makes inventories of the source documents received for reference and reporting needs by PL and/or client and HDEP.

· Sends inventory reports to concerned PL and Traqqer Staff for their reference and perusal.

· Process source documents through MCSS and checks output in accordance to the specification set per project.

· Ensures that the first image of every file is a main document of the document by performing the pre-indexing process accurately.

· Converts images into loadable file size and/or readable format as necessary by running the images into the appropriate image tools like Scanfix or Adobe Acrobat.

· Ensures that tiffname is appended by checking the last tiffname in the table every after processing is completed.

· Check all duplicates, missing and mismatches found during batching.

· Coordinates with DC Lead or DMD Head any suggestion on the systems being used in    order for the processing to be more efficient at DMD’s end.

· Coordinates with MISD personnel on any system or program error encountered during processing.

· Ensures that MCSS being used is the updated version before any processing to be done.

· Ensures completeness of source documents and accurateness of files batched before importing them to FMS

· Ensures that all batched files are imported into Viking according to its assigned formset on a per project basis to produce images for Production’s Data Entry Associates keying.

· Imports batching information into TIS every after batching procedure is done.

· Coordinates with DC Lead, counterpart PL or DMD Head on any changes that need to be done in batching before specifications can be forwarded to MISD.

· Ensures completeness of film segments before and after keying.

· Ensures that source documents to be given to Source Document Control Staff for safekeeping are complete and in good condition as compliance to the DC Project Checklist and Monitoring Guidelines.

· Prepares Bounceback Reports and sends it directly to client for their reference or missing or duplicate documents found by DCPI.

· Attends the monthly periodic meeting and raises any project related concerns of DMD to QC, MISD and/or PL that might contribute to the efficiency and improvement of the project.

· Ensures that DMD image storage database for FDT project is updated as necessary in order to participate in searching of images by the FDT Search Team as required.

· Prepares sample files for Production’s Data Entry Associates cross training or sample keying purposes.

· Coordinates and immediately reports to DC Lead and/or Technical Dept. any defects/problems encountered on any DMD workstations and/or equipments.

· Keeps confidentiality of the client’s email address and contact persons from unauthorized personnel.

· Maintains the update of filename convention for each project in the Customer and Project Code table.

Information Security Responsibility

Responsible for complying with the principles and policies in the information security policy where relevant to the job. Responsible for maintaining the security of all information entrusted to the position. 

2003-2007

DATA ENTRY ASSOCIATES

DATASCOPE COMMUNICATION (PHILS.) INC.

An Affiliate of Honolulu Data Entry Project, Hawaii

General Function

To ensures that files keyed are accurate as per client’s matrix requirements and preferences.

Duties and Responsibilities

To entry pertinent documents according to their respective matrix required by clients.
Ensure 99.98% accuracy for data entry job.
Verify other entries job to ensure quality of document. 
Deliver a 99.99% accuracy for verified jobs.
Coordinate to the assigned project leader and team members for the synchronization of the work flow.
November 2002-April 2003

ADMIN ASSISTANT

PASIG COMPUTER CENTER

Pasig City Hall

Caruncho Ave. 

Pasig City, Philippines 

General Function

Assisting the Computer Center students on their hands-on training and lessons

Duties and Responsibilities

Make sure all the computers are turned on for the student’s use.

Cleans all the computer and table and paraphernalia.

Answer and assist all students on their queries about their hands-on lessons.

Prepares documents and reports.

Run an errand.

Ensure all the computers are turned off before leaving the Computer Center.
April 2002-August 2002

SECRETARY

L.A. AGRO INDUSTRIAL TECHNIK

Baranggay Barangka Itaas

Mandaluyong, Philippines

General Function

Secretary to the General Manager

Duties and Responsibilities

4.1  Cleans the workplace first thing in the morning

4.2  Get dictation from the General Manager using stenography.

4.3  Transcribe the notes from steno.

4.4  Prepare the document for email and proforma.

4.5  E-mail the document from notes of the dictation.

4.6  Ensure that the brochures have enough stocks for client’s future need.

4.7  Attend exhibits and functions.

4.8  Book flights and assist the travel arrangements of Engineers from other country.

EDUCATIONAL BACKGROUND

DEGREE: Bachelors of Science in Office Administration

                   Major: Office Management

Tertiary

1999-2003

Rizal Technological University

Maybunga, Pasig City Philippines

Secondary:

1995-1999

Rizal High School

(The Largest Secondary School in the World)

Caniogan, Pasig City

Elementary:

1989-1995

Pinagbuhatan Elementary School

Pinagbuhatan, Pasig City

