	BEVERLY 

	beverly.335112@2freemail.com
SUMMARY OF QUALIFICATIONS
· Degree in Computer Science

· 3 years of experience as Data Analyst and 2 years as Admin Assistant

· Responsible and diligent in works habits

· Able to work as a part of a team or independently 
· Detail-oriented and efficient in providing customer service in adverse situations.

· Excellent communication skills in English both written and orally.



SKILLS SUMMARY
· Excellent knowledge of Microsoft Office suite

· Comprehensive knowledge of quality system documentation procedures and document tracking process.

· Attention to detail with excellent proofreading and editing skills.

· Skilled in preparing and maintaining confidential documents with strong management skills.

WORK EXPERIENCE
Accenture                                                                                                                    July 2013 – July 2016

Eastwood City Libis, Quezon City Philippines 1110
Position:  Data Analyst
Duties:
· Ensured completeness and accuracy of data.
· Performed data entry of important materials from source documents to computer database.

· Processed confidential medical and dental information.
· Worked with on-shore clients through conference call for process updates and implementation.
· Addressed email inquiries and process request of health care providers and policy holders based on their health plans.

PC Express Main Office                                                                                      June 2011 – March 2013

San Juan City, Manila Philippines 0850
Position:  Administrative Assistant

Duties:

· Organized, filed, and secured warehouse documents.

· Assisted the Warehouse Manager in preparation of daily, weekly and monthly reports. 
· Prepared Warehouse Department’s daily time records and office supply request.
· Conversed with Branch Managers and Administrative Assistants for inventory orders and deliveries.  

· Answered telephone and electronic inquiries and forwarded messages to appropriate person.

· Write and distribute email, correspondence memos, letters, faxes and forms.

Athena E-Services                                                                                                January 2011 – May 2011

Eastwood Libis, Quezon City Philippines 1110
Position: Document Analyst
Duties:

· Performed data entry of important materials from source documents to computer database.
· Ensured completeness and accuracy of data. 

· Processed the confidential information of automotive testing
Teletech                                                                                                      September 2010 - October 2010

Lipa City, Batangas Philippines 4217
Position: Technical Support Representative

Duties:

· Performed Desktop Support via phone calls

· Assisted all users with any Desktop related incident or issues

· Diagnosed and resolved software and hardware incidents of the customers

· Interacts with customers to provide and process information in response to inquiries, concerns, and requests about products and services.

EDUCATIONAL BACKGROUND
Computer Science, Bachelor of Science                                                             June 2006 –  April 2010
De La Salle Lipa University, J.P. Laurel Highway, Lipa City, Philippines 4217
High School Diploma


                                                     June 2002 – May 2006

De La Salle Lipa Integrated School, J.P. Laurel Highway, Lipa City, Philippines 4217
ON THE JOB TRAINING
Quality Assurance Associate
April 2009 to May 2009

BizBox Incorporated – Makati City, Philipines
EXTRA CURRICULAR AFFILIATION

MEMBER

2006-2010
Junior Philippine Computer Society

De La Salle Lipa, Lipa City, Batangas

ACHIEVEMENT 
Passer of Philippines Civil Service Professional Exam

Batangas National High School – Batangas City

April 25, 2010
PERSONAL PARTICULARS
Age


: 27
Nationality

: Filipino
Gender


: Female
Marital Status

: Single
Visa Status                            : Tourist
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Key Skills
Data Capture
Data Entry
Documentation
Customer Service

Administrative
Personal Strengths
Creative
Detail-oriented 
Fast Learner
Good camaraderie
Hobbies
Internet Browsing
Watching TV Series 


	
	


