ANDREW 
Email: andrew.360714@2freemail.com 
Searching a position in…

Document Specialist / Quality Assurance / Admin Assistant
Motivated and detail-oriented individual with extensive experience in MS Office and have a strong critical thinking and analytical skills in understanding client instructions.

TECHNICAL SKILLS

Core Knowledge and Skill Areas:

· Proficient in Microsoft PowerPoint, Word, Excel, Outlook

· Basic knowledge in Adobe Photoshop and Illustrator 
PROFESSIONAL EXPERIENCE
	

	Company Name
Position Title

Industry

Date Joined

Date Left

	HENKEL ASIA PACIFIC SERVICE CENTER
Senior Graphic Designer / Document Specialist

Chemicals / Laundry and Home Care; Beauty Care; and Adhesives (Graphics Department)
April 2013

March 2017

	JOB DESCRIPTION
	Senior Graphic Designer / Senior Document Specialist —October 2015 to March 2017

· Perform document reviews, negotiations and provide an estimated deadline of client’s requests

· Perform complex requests provided by clients such as Complex Animations using PowerPoint only; 
creation of complex charts from scratch, etc.

· Perform quality assurance and proofreading of requests created by colleagues

	
	Graphic Designer / Document Specialist —April 2013 to September 2015

· Provide presentation materials based on client’s instructions using MSOffice applications

· Provide infographics and create new PowerPoint template designs

· Perform document reviews, negotiations and provide an estimated deadline of client’s requests

	ACCOMPLISHMENT
	Promotion to Senior Designer / Document Specialist (effective October 2015)

	TRAININGS
	· Introduction to Adobe Photoshop CS6 (Philippine Center for Creative Imaging)

· Introduction to Adobe Illustrator CS6 (Philippine Center for Creative Imaging)

	

	Company Name

Position Title

Industry

Date Joined

Date Left

	INTEGREON MANAGED SOLUTIONS PHILIPPINES INC.

Proofreader / Quality Assurance

Knowledge Process Outsourcing

April 2010

April 2013

	JOB DESCRIPTION
	· Proofread documents page-by-page to ensure quality of a completed presentation

· Review if all instructions has been implemented according to the standard operating procedures of the client and the company

· Send out completed documents efficiently within the given deadline

· Act as an Data Processor/Document Specialist which creates presentation materials using PowerPoint, Excel and Word if needed

	

	Company Name

Position Title

Industry

Date Joined

Date Left

	ASECASIA INC

Proofreader / Quality Assurance

Advertisement

March 2007

March 2010

	JOB DESCRIPTION
	· Performs proofreading of ads created by graphic designers and ensures that correct information are placed on the printed ads before sending it to the client for yellow pages printing

· Responsible for the quality of ads created and ensures that the client’s and company’s standards are met 

· Sometimes acts as a graphic designer if needed and create ads using Photoshop, Illustrator and InDesign

	

	Company Name

Position Title

Industry

Date Joined

Date Left

	DATAMED TRANSCRIPTION SOLUTIONS

Data Entry Specialist (Acting Team Lead)

Business Process Outsourcing

July 2006

October 2006

	JOB DESCRIPTION
	· Arrange, edit and distribute Excel files for encoding to a specific group of data operators using Medbill software

· Perform quality assurance and proofreading of encoded data and create necessary edits if needed

· Prepare daily production and evaluation report of data operators and send it to IT

	

	Company Name

Position Title

Industry

Date Joined

Date Left

	STAFF ALLIANCE INC. (BANCO DE ORO formerly EQUITABLE PCI BANK)

General Clerk

Finance and Insurance (Human Resource Department)

July 2005

October 2005

	JOB DESCRIPTION
	· Compare FasTeller Visa Electron ATM cards data with the current database before sending it to the bank employees

· Assists in encoding SSS information provided by the bank employees 

· Assists in filling 201 Files of the bank employees


EDUCATION

Bachelor of Science in Computer Science
Aquinas University of Legazpi (2001 – 2003)

Associate in Computer Technology
Systems Technology Institute, Legazpi (1999 – 2001)

REFERENCE
(Available upon request)

