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HONEYLYN

HONEYLYN.348989@2freemail.com  

OBJECTIVE:

To take a challenging position which offers professional working environment and enabling me to grow while meeting the corporation’s goals and objectives.
DESIRED POSITION: Administrative / Office Assistant, Data Entry, Document Control, Receptionist
TECHNICAL EXPERTISE:
· Microsoft Office Applications (Excel, Word, Access, PowerPoint) 
· Knowledgeable in programming
· With knowledge in SW installation, repair and troubleshooting of computer hardware
· Graphic Design using Adobe Photoshop

· Video Editing

SPECIAL SKILLS:

· Can work under pressure, Can work with minimum supervision, Flexible, a good Team Player, Fast learner, Strong organizational skills with the ability to do multi-task
WORK EXPERIENCE:
Datascope Communication Philippines, Inc. (June 2014 to Jan. 2017) (2 yrs and 7 months)
Position: Data Entry Associate
Address: Pasay City, Philippines
Major Functions:

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.
· Processes customer and account source documents 
· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.

· Maintains data entry requirements by following data program techniques and procedures.

· Verifies entered customer and account data 
· Tests customer and account system changes and upgrades by inputting new data; reviewing output.

· Secures information by completing data base backups.

· Maintains operations by following policies and procedures; reporting needed changes.

· Maintains customer confidence and protects operations by keeping information confidential.

· Contributes to team effort by accomplishing related results as needed.

American Data Exchange Corporation (June 2013 – June 2014) (1 yr)

Position: Customer Sales Associate / Process Associate
Address: Alabang Muntinlupa City, Philippines
Major Functions:
· Enter business transactions into predefined office databases
· Perform quality checks to ensure that data integrity is maintained
· Ascertain that all information is incorporated into the database according to the company’s policies
· Derive information from recorded date to provide information and assistance to staff members and clients
· Monitor data entry operations and ensure compliance to provided timelines
· Collect metrics regarding important data and create correlating reports

Ushio Philippines Inc.  (May 2011 to June 2013) (2 yrs)

Position: Administrative Assistant
Address: Dasmariñas, Philippines
Major Functions:
· Highly skilled in greeting visitors, communicate with individuals related to his/her work, like the employees and customers
· In-depth knowledge of typing correspondences, reports and other documents

· Thorough understanding of making copies of printed documents, and filing correspondences, reports and records
· Write and distribute email, correspondence memos, letters, faxes and forms
· Quick at compiling  and typing statistical reports and charts

· Computer: Extremely proficient in Microsoft applications
· Update and maintain database, mailing, inventory, and filing systems either by using computers or manually

· Arrange appointments, manage calendars, and complete work schedules

PERSONAL INFORMATION:


Date of Birth: August 23, 1989

Civil Status: Single

Height: 5’6’’

Weight: 110 lbs
Nationality: Filipino

Visa Status: Tourist


Languages Spoken: English, Tagalog
EDUCATIONAL BACKGROUND:

Bachelor of Science in Computer Science

June 2007 – April 2011

EARIST - CAVITE CAMPUS, Manila Philippines

GMA, Cavite
TRAININGS/SEMINARS ATTENDED:

1. Basic Computer Networking Seminar Workshop
Venue: EARIST - CAVITE CAMPUS
Date: February 2009
2. Youth Congress in Information Technology 2009

Venue: University of the Philippines (Diliman Branch)

Date: September 2009
3. Evolution of Windows Operating System
Venue: EARIST - CAVITE CAMPUS


Date: February 2010
I hereby certify that the above details are true and correct to the best of my knowledge, belief and ability.

