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CAREER OBJECTIVES 


Seeking a position to utilize my skills and abilities in a company that offers professional growth while being resourceful, innovative and flexible.





WORK EXPERIENCE


LIFESTYLE GULF LLC – Dubai, UAE


Position 		: Data Entry Operator


Employment Date	: October 2011 – October 2015


Duties and Responsibilities:


Enter accurate inventory data in the software application


Create purchase orders and territory allocations in the system as per approved Performa


Prepare advance shipment notes  before the arrival of the charge at the port destination


Convey appropriate shipment notes related information to the Imports and Warehouse teams


Inform Imports Coordinator about any discrepancies and ensure rectification


Make Local Purchase Orders entries


Generate weekly/monthly pre-designed reports as required


Create, maintain specified data files and logs as required and make individual and/or mass corrections, modifications, and/or updates in data files


Extract and release information according to specified criteria and in strict compliance with established policies, procedures and/or regulations


Follow up on purchase order for shipment dates and shipping documents. Ensure timely data entry to avoid any delays in shipment clearing





Zero Five Five Telecom – Dubai, UAE


Position 		: Data Encoder / Document Controller


Employment Date	: March 2008 – October 2011


Duties and Responsibilities:


Responsible for encoding data in the system for new stocks.


Updates salesman’s records and maintains data for weekly and monthly report.


Receives calls and handles customers’ questions, queries and complains


Receives Du application forms and updates it in the system


Validates any information contained in Du application forms and documents before submitting it


Keeps records of transmittal form


Prepares staff attendance and daily activation and submission report


Receives documents from other departments and hands over to the concerned person














CAREER PROFILE


Drives for excellence due to personal satisfaction of exceeding expectations


Functions well individually and as a team member


Can work under pressure 


PERSONAL DETAILS





Birth Date: 7th April, 1986 


Civil Status: Married


Citizenship: Filipino


Driving License Place of Issue: Dubai, UAE





EDUCATION


 


June 2002 – April 2007


University of the Cordilleras


Baguio City, Philippines


Bachelor of Science in Computer Engineering





June 1998 – March 2002


Eveland Christian College


San Mateo, Isabela, Philippines


High School 





SKILLS





Proficient in Microsoft Office


MS Word, MS Excel, MS Publisher, MS Outlook


Knowledgeable in Computer Operating Systems:


Windows XP, 2000 Server


Knowledgeable in Visual Basic


Knowledgeable in Troubleshooting Computer Hardware


Knowledgeable in Networking 


Knowledgeable in AutoCad and Revit Arch





TRAINING





Revit Architecture


GMS Technology Institute


Philippines – September 2016


AutoCad


Netscope Computer Institute


Sharjah, UAE – March 2008 – April 2008


PC Hardware and Software Troubleshooting and Repair / PC Networking and Administration


Computer Networking Career & Training Center


Philippines - August 2007














