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OBJECTIVE
Seeking a position where I can maximize my skills especially in accurate keyboard skills in a demanding work environment.
To secure a position of data entry clerk where my organizational and Office skills are well utilized. 
PROFILE STATEMENT
Accurate, fast keying skills and sound knowledge of computer applications. Proven ability to collect and manage information efficiently and accurately. Excellent written and verbal communication skills and a strong desire to work hard and perform well.

Skilled in planning and organizing with the ability to complete tasks on deadline. An independent worker who successfully meets the challenges of a fast-paced environment providing data entry and administrative support to a large department. Sound knowledge of database management tools and data entry technologies.
WORK EXPERIENCE
Data Encoder/Office staff

August  12, 2013 – April 1, 2015
· Encode daily output of the company

· Check and answer emails 

· Scan documents

· Load data into portal site

· Maintain activity logs and prepare reports

· Review and check the database

· Organize and filling documents
EDUCATION

Science and Technology Institute of College, Cavite Philippines

Bachelor of Science in Information Technology, April 2013

TECHNICAL SKILLS

· MS Excel (pivot table and pivot graph)
· MS Word

· Outlook

· Typing Skills – 40wpm

CORE COMPETENCIES

· Communication skill

· Data collection and management

· Attention to detail

· Confidentiality

· Reliability

· Hardworking

· Can work under pressure
PROFILE INFORMATION

Status: Single

Birth Date: April 13, 1990

Birth Place: Camarines Norte, Philippines

Age: 25 yrs. Old
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CV No: 1390050


Mobile: +971505905010 / +971504753686 





To get contact details of this candidate,


Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com


� HYPERLINK "http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc" �http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc�


Visa Status: Tourist Visa








