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CAREER OBJECTIVE
To established a challenging and rewarding career with a reputable company and to acquire a position that will enhance my knowledge, experiences and liabilities in performing my duties.
WORK EXPERIENCE
Data analyst/Data entry Staff (May 2012 –February 2015)
Press On Incorporated, 2305 Chino Rocess Ave. Extension Pasong Tamo, Makati City 
Duties & Responsibilities
· Daily quality control of Newspaper and Magazine using XML-based software.
· Working with the Team Supervisor and other members of the team to ensure that quality level are achieved
· Communicate with appropriate department on issues that need attention.
· Maintaining the high performance of being competitive in work.
· Communicate with appropriate department on issues that need attention Requirements
· Maintains operations by following policies and procedures; reporting needed changes.
· Contributes to team effort by accomplishing related results as needed.
Team Leader of Data Entry Staff/Checker (October 2009 –April 2012)
Inforesta Philippines Incorporated, 6788 Standard Chartered Bldg. Ayala Ave. Makati City 

Duties & Responsibilities

· Analyzing and Encoding Japanese Medical Information requested by our clients
· Managing my team to maintain the quality levels of all members.
· Organizing and orienting all member tasks to do it well and fast with high quality performance.
· Doing some reports at the end of the day with the work done by the team.
· Attending everyday meetings with the managers and CEO of the Company 
· Listen to team members' feedback
· Manage the flow of day-to-day operations
Accounting Clerk (March – September 2009)
Center for Educational Measurement Incorporated, 24th floor Cityland Tower Pasong Tamo, Makati City
Duties & Responsibilities
· Encoding and Verifying data of invoices and other accounting documents or records.
· Update and maintain accounting journals disbursements, expense vouchers, receipts, accounts payable. 
· Monitor customer accounts and for non-payment and delayed payment
· Analyze discrepancies and unpaid invoices 
· Validating the payments of clients into database system
· Assist the financial record and payments of our school clients
Data Analyst/Encoder (February – July 2008)

A2M Data Encoding Corporation, Aguirre St. 111 Pilgrim Bldg. Makati City 

Duties & Responsibilities
· Verifying the data by field encoded by the entry group.
· Double Checking the errors of spelling and  if the data are being encoded properly by field  
· Maintain good quality of the job, and hit the target quota.
· Ensuring the quality of the data  before sending to the quality control department.
· Maintain data entry requirements by following data program techniques and procedures

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities 

· Contributes to team effort by accomplishing related results as needed 
Educational Attainment 
NATIONAL COLLEGE OF SCIENCE AND TECHNOLOGY 

Bachelor in Computer Technology 2006 Dasmarinas Cavite, Philippines
Summary of Skills

· Typing (40 - 50 wpm)
· Computer literate Proficient in using Microsoft Office
· Internet Explorer and Mozilla Firefox. 
· Knowledgeable in HTML, Excel, PowerPoint. 
· Hardworking, Fast learner, Flexible and Honest. 
Languages Known

· Fluent in English (Read, Write & Speak)
· Fluent in Tagalog / Filipino (Read, Write & Speak) 
PERSONAL INFORMATION
SEX


:
Female

CIVIL STATUS

:
Single

RELIGION

:
Roman Catholic

BIRTHDAY

:
November 11, 1987

CITIZENSHIP

:
Filipino

VISA STATUS

:
Visit Visa 
