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Al Nahda, Dubai

United Arab Emirates

Job Description:


· Data Entry Operator

· Front Office Staff

Objective:

· To seek a position that will fit my qualification as a data entry operator, front office staff or any position that is relevant to my qualifications.
· To seek an opportunity with a good rewards consistent to my skills and abilities.

Work Experience:
· Administrative Assistant II (Computer Operator 2)
Total years of experience:
2 years & 1 month. (November 10, 2013 – December 13, 2015) 
Previous Company
:
Philippine National Police, Tagudin Municipal Police Station

Tagudin, Ilocos Sur 2714, Philippines
Duties:
· Performs administrative and office support activities for multiple supervisors. 
· Taking memos, updating and maintaining files.
· Answering and fielding telephone calls also Fax machine operator.
· In charge of sending and receiving correspondence, as well as greeting clients and customers.
· Extensive software skills, Internet researcher and strong communication skills.
· Computer and database operator.
· Microsoft Office (word processing, excel, creating spreadsheets and power point presentations) alsooutlook.
· Assisting co-workers on their assigned tasks and coordinate to other department or associate.
· Respond to client’s needs and deliver clients services in courteous manner.

Knowledge, Skills and Abilities:

· Administration Skills

· Computer Literate (Microsoft Office) 

· English Typing Speed PM: 60+ words per minute
· Verbal and written communication skills in English

· Knowledgeable in office clerical works

· Multitasking, highly competent and finishes given task timely

· Customer service oriented

· Interpersonal skills
· Time management and can work overtime if needed
· Fast Learner and good follower

· Hard working and career oriented
Educational Background/Qualification:

Tertiary Education
:
Bachelor of Science in Secondary Education (Board Passer)
ISPSC (Ilocos Sur Polytechnic State College)

Tagudin Ilocos Sur, Philippines

S.Y. 2012-2013

Vocational

:
Electrical Technology NC II

TISTF (Tagudin Institute of Science and Technology Foundation Inc.)
Tagudin, Ilocos Sur, Philippines

S.Y 2007-208

Secondary Education
:
Tagudin National High School

Tagudin, Ilocos Sur, Philippines





Graduate

                                               2003-2007

Primary Education
:
Las-ud Elementary School
Tagudin Ilocos Sur Philippines
                                               1997-2003

Personal Information:

Visa Status                 :                      Visit Visa
Age


:

24 yrs. Old

Date of Birth

:

May 13, 1991


Civil Status

:

Single

Height


:

5’4”

Gender

:

Male

Religion

:

Roman Catholic

Nationality

:

Filipino

Language/Dialect
:

English, Tagalog

Notice Period

:

Immediate or 2 days


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

RONJOE
Applicant
