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Position:Data Entry Operator
WORK EXPERIENCE
Data Entry Operator

PLDT  (Philippines Long Distance Telephone Company)
Pasay CityPhillipines
May 07, 2013 – November 10, 2014

· Insert customer and account data by inputting text based and numerical information from source documents within time limits

· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry

· Review data for deficiencies or errors, correct any incompatibilities if possible and check output

· Apply data program techniques and procedures

· Generate reports, store completed work in designated locations and perform backup operations
· Keep information confidential

EDUCATIONAL BACKGROUND
Tertiary



Bachelor of Sciencein Computer Science 


Mabini CollegesDaet, Camarines Norte


Graduated April 2013
CAREER HIGHLIGHTS / QUALIFICATIONS
Knowledge in programming languages such as Visual Basic.NET; Database Programming; Networking and Microsoft Office Applications.
Career Highlights
· Regional and Provincial Table Tennis player.

· Computer Studies Department as Student Council Business Manager (2011-2013).

· Best in Thesis in Graduation (April 2013) 

· Online Enrollment System

SKILLS SUMMERY

· Visual Basic.NET; Database Programming; Networking.
· Microsoft Office Application
· Microsoft Word

· Microsoft Excel

· Microsoft Power point
· Adobe Photoshop
· Adobe After Effects 

· Adobe Premiere
· Operating System windows 7 and XP, Live OS.

CAREER OBJECTIVES:
To become part of a dynamic and success drive institution who will give me opportunity to enhance my knowledge, skills and ability as an individual.
PERSONAL INFORMATION

Birth Date

:
July 31, 1989

Age


:
25 years old

Citizenship

:
Filipino


Civil Status

:
Single


Languages

:
Tagalog and English

Visa Status

:
Tourist Visa
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