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Objective

Seeking a position in a company in need of an individual with background and knowledge in Information and Communications Technology and with excellent typing skills

	


Professional Experience

	Lals Group LLC HomesRUs (Electronic Data Processing)                                                            June 2013 - Present
Inventory Control Dept.

Qusais Dubai

· Export Shipment    
· Monitoring inventory/items in the warehouse
· Monitoring In-Transit Transfer Order in the system (inbound and outbound)

· In charge for transferring inventory items in the system for good/damage/no stock items. 

· Receiving invoices from supplier for system posting

· Receiving delivery papers from the supervisors for transferring order to ship in the system.
· Monthly report for Customer Wise Pending Delivery Invoices

· Monthly report for Export shipment Doha/Bahrain/Oman

· Admin task etc.
JP Morgan Chase & Co (Senior Operation Specialist)                                                                  May 2010 – Mar 2013

	14F Net Plaza Bldg, 31st St Corner E Sq Zone, Cresent Park                                                            
Bonifacio Global City, Taguig City Philippines
· Encodes borrower’s accounts and makes appropriate corrections by verifying or adding the correct codes

· Accessed the MHA/BAU Invalid Code, AD Denial Report by using different tools
· Review NOTS to check the status of the loan. Verify the correct denial codes for MHA/BAU fields if the borrower is eligible or denied for HAMP or CHAMP modification
· Verify if correct denial letter were sent inline with the denial code entered in MSP (Mortgage Servicing Package)
· Performs other duties/task     
ePLDT Ventus (Data Entry Clerk)                                                                                                     Jul 2008 – Apr 2010
Makati City, Philippines
· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard 

· Maintains data entry requirements by following data program techniques and procedures
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities
American Data Exchange Corporation (Secretary / Data Entry Clerk)                                      Jul 2006 – Apr 2008
Las Piñas City, Philippines
· Compiles and maintains records of business transactions
· Gives information to customers, employees and sales personnel
· Encoding important document details such as Mortgages, Deeds, Loan amount, and Legal Descriptions
· Open and routes incoming mail, answer correspondence and prepare outgoing mail
· Reviewing validation output and performing specified manual checks on the data to ensure consistency and completeness.
Personal Background




Date of Birth:

May 29, 1987

Age:


27 years old


Gender:


Male


Civil Status:

Single




	


Training Attended
	On-the-Job Training 

Social Security System ▪ Alabang Branch  




          
   Nov 2005 - Feb 2006

· Assisting in filing and processing transmittals


Technical Skills

	· Proficient in MS Applications such as MS Word, MS Excel, MS PowerPoint, MS Outlook, Citrix Navision

	· Basic in Web Design HTML

	· Typing speed of 50 wpm.
· Knowledgeable in Adobe Photoshop

· Advance Troubleshooting Skills


Educational Background
Tertiary

	Computer System Design and Programming:                                                                    Year  Graduated: May  2006
AMA Computer Learning Center ▪ Alabang, Muntinlupa City

              
                              


Secondary

	La Consolacion College ▪ La Carlota City, Negros Occidental
              
    
     Year Graduated: March 2004



