JASMINE 
WORK EXPERIENCES:
Data Entry Clerk/Operator(December 2, 2013 – February 8, 2016)
CONVERGA ASIA INC. – 118 Rada Street, Legaspi Village Makati City Philippines
Data Entry Clerk/ Operator (August 13, 2010 – December 1, 2012)
PAXYS GLOBAL SERVICES INC. - Paseo de Roxas, Makati City, Philippines
Job description:


· Good computer skills.

· Ability to work in a busy environment
· Good maths and English skills
· Excellent customer service skills
· An understanding of data confidentiality issues
· Ability to work quickly and accurately, and pay attention to detail
· Communicates with client demands
· Guarantees the quality of valuable information for every specific field

· Matches the data provided by a separate application to populate other data fields and detect errors in the image
· Captures data already indexed, ensures the ability to find wrong inputs quickly, relay to the operator responsible, then make corrections
· Ensure timely deliverables/deadlines 
· To meet and/or exceed client’s expectations with regards to performance
Business Process Associate(June 10, 2006 – April 5, 2008)
AMERICAN DATA EXCHANGE CORPORATION- La Fuerza Compound, Las Piñas City, Philippines
Job description: 
· Processing of data from one source such as scanned documents then entered data in a separate application
· Document validation, scanning, indexing,routing

Food Processor(September 11, 2002 – September 10, 2003)
MUSASHINO FOODS CORPORATION - 
1-1-1 Nishihara Asaka Shi Saitamaken Japan

Job description:  

· Food preparation, cooking, packing(Bento), labelling, operating food machine(conveyor type)

Food Processor(January 2002-September 2002)
TESDA National Institute for Technical/Vocational Education and Training Canteen-TESDA Taguig City
Job description:

· Preparing, packing, serving, table setting, assist in cooking, assist in caterings
Inventory Clerk( October 1994 – February 10, 1995)

NATIONAL POWER CORPORATION – Sucat Thermal Plant, SucatMuntinlupa City, Philippines
Job description: 
· Compiles and maintains records of quantity, type, and value of material, equipment, merchandise, or supplies stocked in establishment: Counts material, equipment, merchandise, or supplies in stock and posts totals to inventory records, manually or using computer.

· Compares inventories to office records or computes figures from records, such as sales orders, production records, or purchase invoices to obtain current inventory.

· Verifies clerical computations against physical count of stock and adjusts errors in computation or count, or investigates and reports reasons for discrepancies.

· Compiles information on receipt or disbursement of material, equipment, merchandise, or supplies, and computes inventory balance, price, and cost.

· Prepares reports, such as inventory balance, price lists, and shortages.

· May stock and issue materials or merchandise.ies with the actual count
TRAININGS:

NIPPON HUMAN RESOURCES FOUNDATION, INC

· Japanese Language (160 Hours) ( July 2 - August 8, 2002)

Clerk (Human Resources Department – Employee Services( January 28, 1997 – April 28, 1997)
AMKOR ANAM PILIPINAS – CupangMuntinlupa City
Job description: Responsible for handling front office reception and administration duties, including greeting guests and offering them a beverage, answering phones, handling company inquiries, and sorting and distributing mail.Clerical works such as filing,  creating memos and reports (Daily, weekly, monthly), encoding, printing incoming emails, generating  forms, photocopying

ISO Clerk/General Accounting Clerk( February10 1995 – August 11,  1995)
PHILIPS ELECTRONICS AND LIGHTING INC – CPD Factory Pamplona Las Pinas City
Job description : Responsible for providing accounting support to accounting supervisors and other managers within the department. Keys daily worksheets to the general ledger system, ensures files are complete and maintained as needed, handles accounts payable duties, and assists accounting personnel.
Clerk-Membership Division( February 10, 1994 – June 23, 1994)
SOCIAL SECURITY SYSTEM – Alabang Branch
Job description: Assisting in processing of applications of E1 forms, filing, photocopying, typing, encoding
SKILLS:Typing, Keen attention to details, Decision making, Independence, Analyzing information, Confidentiality, Organizing, Results driven, Flexibility
EDUCATION:
Tesda Women’s Center(August 2001 – February 2002)
Hotel and Restaurant Management – Food and Beverage Servicing
PamantasanngLungsodngMuntinlupa(Graduate -1997)
Bachelor of Science in Commerce –Major in Computer Management

VISA STATUS: Tourist/Visit Visa
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