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CAREER OBJECTIVE:

To obtain a meaningful and challenging position that will allow me to contribute to the success of an organization and progress professionally.
Career Experience: 5 years’ experience working in the administrative field, in-depth knowledge of clerical and administrative procedures. Ability to enter data at both high speed and accuracy, proficient in industry standard computer applications such as Microsoft Office (Word, Excel, PowerPoint and other Microsoft products) and use of Internet & E-mail Outlook. 
PROFESSIONAL EXPERIENCE:
Skills and Qualifications: Data entry skills, attention to detail, confidentiality, data analysis mining and reporting, fluent in English written and oral communication, proficient in managing business correspondence, knowledge of filing and updating records, ability to organize personal work priorities and excellent customer service orientation
► UNISOLUTIONS PHILIPPINES INCORPORATED
Marketing Research and Solutions Provider
35 East Capitol Drive, Kapitolyo Pasig City Philippines 
Data Processing Staff
June 2007 to August 2013
Worked in a general office environment in a team of highly motivated and proficient data processing staff. 
POSITION SUMMARY:

Responsible for coordination and completion of various processes and actions associated with data processing entry and ensuring that all client requests and inquiries are satisfactorily resolved.
MAJOR JOB ACTIVITIES:  



	1. Coordinate directly with the department head.
2. Performs clerical and general office work.

3. Prepares data for computer entry by sorting and compiling information.

4. Provides questionnaires verbatim and extractions to Project Management for translation. 

5. Review Codes from the coding frames to avoid duplication of statements/codes/mentions.

6. Checks and edits accomplished questionnaires to determine if there is a need for more fieldwork.

7. Obtain further information for incomplete documents.

8. Update data and delete unnecessary files.

9. Verify data and correct data where necessary.

10. Handles and maintains list of questionnaires given by interviewer to the respondents.

11. Maintains data entry requirements by following data procedures and techniques.

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

13. Maintain confidential files.
14. Performs additional duties as required.




► PARAMOUNT LIFE AND GENERAL INSURANCE COMPANY
15th Floor, Sage House, 110V.A. Rufino St. Makati City Philippines.
400 HOURS ON THE JOB TRAINING
February – May 2007
Job Description:

1. Responsible for custodianship and filing of confidential documents. 
2. Generates routine correspondence and performs typing jobs.
3. Photo copying and printing of various documents, sometimes on behalf of other colleagues.
4. Performs banking processes and transaction as required.

5. Answers and directs incoming telephone calls.

PERSONAL INFORMATION:
Sex


: Female

Date of Birth

: February 7, 1988
Civil Status

: Married
Citizenship

: Filipino
EDUCATIONAL ATTAINMENT:
COLLEGE

: Computer Secretarial



  San Francisco Institute of Science and Technology



  San Francisco Malilipot Albay, Philippines




  Graduated 2007
SECONDARY
: Pili National High School                                                                     

                                      Pili Ilawod Bacacay, Albay                                                                                      

                                      2000-2004                                                                                                                                                                                                                                                                                                                                                                                                                                                 ELEMENTARY
: Pili Elementary School




  Pili Ilawod Bacacay, Albay




  1994-2000
REFERENCES: Available upon request
