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Simonette 
Simonette.40790@2freemail.com
OBJECTIVE
Obtain a challenging position that will utilize my computer knowledge, 



strong people skills, organizational abilities and business experience.                      
SKILLS PROFILE
Computer applications, can type 55-60wpm, stenography, good communicator, can operate office machines, can compose business correspondence
EMPLOYMENT HISTORY

    Data Entry Staff




December 12, 2007-up to present
     Empost, Umm Ramool, Dubai Branch, PO box 32200, UAE
· Entering details like account’s name & number, sender & receiver’s name, document & shipment types, origin, destination and many others into Proof of Delivery or airway bills
· Checking invoice attachments to be submitted to the Accounts Department
· Printing airway bills to be delivered to the customers
· Scanning airway bills for inquiry from different accounts
· Quality checking
· Sorting and filing airway bills
     Data Encoder/Filing Clerk



March-August 2007
     Ecotax Business Services, Inc.,Paso de Blas, Valenzuela, Phils.
· Accurately entered and printed necessary data in Job Order Memo accomplished by the Field Personnel
· Handled several types of documents
· Performed basic clerical works such as systematically arranging letters, memoranda, invoices and other indexed documents according to an established system
· Operated office equipment and completed general office work
· Handled incoming calls
· Compiled and verified accuracy of data before input 
· Located data entry errors
     Data Entry Operator




2003-2005

     ALC Computer Data Services, West Ave., Q.C., Phils.
· Successfully complete all jobs by time requested
· Met all guaranteed deadlines and quota
· Accurately tagged, entered and edited data in the project identified as “European Patent Office.”

· Handled several types of documents
· Compiled, sort and verified accuracy of data before input 
· Located data entry error                                                            


     Communication Specialist




1998-2001

     Skycom Philippines, Inc., Ortigas, Pasig City, Phils.
· Placed, received and sent a high volume of calls through an electric switchboard

· Supplied information to callers and relayed messages
· Handled complaints effectively that can lead to even greater customer satisfaction
· Checked subscriber’s accounts whose about to be suspended and convinced him to update his account
· Attended enhancement trainings that will enable me to perform efficiently as a Communication Specialist
EDUCATION

     Bachelor in Office Administration



1994-1998

     Polytechnic University of the Phils., Sta. Mesa, Manila

