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Age: 40 Years Old




 


Date of Birth: May 6, 1976







Marital Status:
Single







Nationality: Filipino
[image: image2.png]


 
Objectives:

Interested in any position wherein my skills and education can be applied and enhanced
Qualification

Systematic and detail-oriented, excellent interpersonal and coordinating skills, assertive, hardworking and responsible
Education

Bachelor of Business Administration major in Management (1997)

Philippine Christian University
Experience
· Secretary 
(June 2009 – June 2014)
Answer and direct phone calls
Organize and schedule meetings and appointments
Maintain contact lists
Produce and distribute correspondence memos, letters, faxes and forms
Assist in the preparation of regularly scheduled reports
Develop and maintain a filing system
Order office supplies
Book travel arrangements
Submit and reconcile expense reports
Provide general support to visitors
· Data Entry – Quorum Lanier Phils. Inc.




(Jan 2002 – Feb 2008)

 Prepare and sort documents / data sheets for the purpose of data entry

- Enter customer or employee data into prescribed database software

- Check to make sure that accurate data has been entered into the 
                 database.

- Follow data program techniques and procedures to maintain data entry     requirements

- Verify entered data by reviewing, correcting, changing or deleting entered information
·     Housekeeping Attendant - Holiday Inn Manila

           (June 2000 - Dec 2001)





- Changing bed linen and towels





- Makes bed





- Dusts the room and furniture





- Replenishes guest room and bath supplies





- Cleans the bathrooms





- Cleans closet





- Vacuums and racks the carpet





- Ensure security of guest rooms and privacy of guests





- Attends to guest calls, guest requests / guest complaints in the area 





   assigned to us





- Authorise to enter in guest rooms for cleaning and providing turndown 





   services as per requirement.





- Responsible for following the standard operating procedures.





- Responsible for achieving and exceeding the guest satisfaction score.
· Encoder/Proofreader – Innodata (Phils.) Inc.
(July 1999 – May 2000)
             - Proofreading and editing of records

- Typing Speed 50 wpm with accuracy

- Proficient in collecting and organising information numerically  and alphabetically

- Proven ability to work well independently and collaboratively in a team environment

- Expert in purging files to eliminate data duplication
· Data Entry – Quorum Lanier Phils. Inc.
(Dec 1997 – Feb 1999)

- Prepare and sort documents / data sheets for the purpose of data entry

- Enter customer or employee data into prescribed database software

- Check to make sure that accurate data has been entered into the 
                 database.

- Follow data program techniques and procedures to maintain data entry     requirements

- Verify entered data by reviewing, correcting, changing or deleting entered information
Special Achievement



Certificate of Recognition – Quorum Lanier (Phils.) Inc.



Jan 23, 2002



 - For exemplary performance as Daily Paid Part Time (DPPT) encoder during the period 



   of October 2000 to September 2001



Certificate of Appreciation – Quorum Lanier (Phils.) Inc.



July 28, 2001




- For being a Top Producer during the last 2 weeks of June 2001.
ALMERA CV No: 1720902





� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �









