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Position Desired:  Data Entry Operator

Objective:













To gain a dynamic and challenging role that will offer the best opportunity for further development and used of my abilities, skills and knowledge in an established firm with long term career growth possibilities.

Qualifications:













· Strong analytical and problem solving ability.
· Highly organized with attention to detail and able to handle various task simultaneously.

· Able to work well in a team.

· SAP Business Objects, ERP and JDA Space Planning oriented.

· Computer literate with strong knowledge in Excel.

· Can work under pressure.

· Self-motivated to succeed in any workplace environment.
Work Experience:












Stock Controller



May 2012 – December 2015











New Frenzel Enterprises - Construction Supply






Philippines

· Receiving and checking the products are in good condition.

· Reconcile delivery notes with purchase orders.

· Organizing stock on shelves and place stock on designated area.

· Keep up the records of products and inventories of the store.

· Compiles stock control to determine stock supply and need for replenishment.

· Report unused items and recommends disposal of excess stock.

Data Analyst




March 2009 – April 2012







eXtra - United Electronics Company







Saudi Arabia

· Item creation, categorizing, pricing and barcode assigning using Price Catalog System. 
· Focus on data accuracy to eliminate variability by comparing with source document.

· Prepares weekly, monthly and yearly stock and sales report.
· Process multiple source documents for any or all areas of Master Data (price, partner, material or vendor)

· Item replenishment and issuing of Purchase order.

· Scanning in all relevant new documents.

· Ensuring all documents are as up to date as possible within electronic filing system.
Proprietor / Computer Operator

April 2007 – March 2009







Philippines

· Manage and monitor the operation of computers to ensure the continuity of good conditions.

· Installation of software and hardware.

· Computer Networking

· Assist clients/customers in their needs when it comes to computer operation.

· Served and assist customers like Printing documents, scanning documents and other computer jobs.

Skills:














· Can operate manual and electric forklift. 

· Knowledgeable in Microsoft Word, Powerpoint and Outlook.

· With KSA driving license
Educational Background:












College:





Vocational:

PATTS College of Aeronautics 


AMA Computer Learning Center

Aircraft Technician




Computer Programming

1993 – 1994 (Undergraduate)


1995 – 1997 (Graduated)


Philippines



Philippines
Personal Data:












Date of Birth


:
December 3, 1976

Age



:
39 yrs. old

Nationality


:
Filipino

Gender



:
Male

Civil Status


:
Married

Languages/Dialect

:
Filipino and English

