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	Present Position:
	Data Analyst-Team Leader                                                

	Nationality:
	Filipino
	

	Specialisation:
	Researcher, Administrative works, Document control and Technical support.
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	Qualifications:
	Bachelor of Arts Major in Political Science

	


Profile
Hazel is a graduate of Bachelor of Arts major in Political Science in Laguna College of Business and Arts (LCBA) with working experience as Enumerator in National Statistics Office – Batangas Branch, a government organisation, Data Entry in Optimum Marketing Solutions, Retail Sales Coordinator in Abenson Ventures, Inc., Data Analyst-Team Leader (Quality Control Dept.) and Document Controller in Global Link Holdings, Inc. Hardworking, Trustworthy, Dedicated and with good moral character. 
Selected Experience
(Sept 2012 to Present) Global Link Holdings, Inc.

 Data Analyst- Team Leader

Job Description:
Maintains data storage and access by designing physical databases.
Responsibilities:
· Confirms project requirements by studying user requirements; conferring with others on project team.

· Maintains data dictionary by revising and entering definitions.

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

· Ensures operation of equipment by completing preventive maintenance requirements; following manufacturer's instructions; troubleshooting malfunctions; calling for repairs; evaluating new equipment and techniques.

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

·  Determines changes in physical database by studying project requirements; identifying database characteristics, such as location, amount of space, and access method.
(Sept 2011 to Sept 2012) Global Link Holdings, Inc.
Document Controller

Responsibilities:

· Update and maintain a register of incoming and outgoing documents.

· Receiving, registration, and circulation of documents for distribution to project site team.

· Prepare related correspondence and maintain files and records for any activities as appropriate.

· Prepare minutes of meeting and monthly reports for Project Management team and Client.

· Maintaining separate filing and record system for submittals, correspondence and drawings for easy retrieval.
__________________________________________________________________________________________
(June 2010-OCT 2011) Abenson Ventures, Inc.

OFFICE ADMINISTRATION
Job Description:

Provides both clerical and administrative support to professionals, either as part of a team or individually.
Responsibilities:
· word processing;

· audio and copy typing;

· letter writing;

· dealing with telephone and email enquiries;

· creating and maintaining filing systems;

· scheduling and attending meetings, creating agendas and taking minutes - shorthand may be required;

· keeping diaries and arranging appointments;

· organising travel for staff.

_____________________________________________________________________________________________
Dec 2008-2009) Optimum Marketing Solution (OMS)

Data Entry

Job Description:

Data Entry maintains database by entering new and updated customer and account information.
Responsibilities:

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.

· 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 by reviewing, correcting, deleting, or re-entering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of 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.

_____________________________________________________________________________________________
(June 2007-2008) National Statistics Office (NSO)

Enumerator

Job Description:

Census enumerators conduct visits and surveys to determine data that can be used to create a demographic profile of a country’s economy and its citizens. 
Responsibilities:

• Chart out plans to visit residents of a specified city and create survey sheets or work on predefined surveys.
• Conduct an extensive and thorough visual survey of areas.

• Contact people through telephone, email and in person to obtain pertinent data.
• Physically travel to residents’ homes to interview them.
• Interpret interview questions to assist people in understanding them and providing eloquent answers.
• Assist people in filling out survey forms and explaining items on survey forms.
• Double check information on survey forms or information pads to ensure the accuracy of information.
• Identify and report any issues that may arise while attempting to obtain valid data.
• Compile, record and code information derived from specified forms into a predefined database.
• Analyze the authenticity of information provided by ensuring direct contact with each family member within a family.


Employment History

	2011 to date
	Global Link Holdings, Inc. (Arcel & Allied Services)

	2010-2010
	Abenson Ventures, Inc

	2008 –2009
	Optimum Marketing Solutions (OMS)

	2007 - 2008
	National Statistics Office (NSO)
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