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OBJECTIVE: To gain valuable experience which will help me being well rounded person and professional and be part of organization that will encourage and guide me to reach my professional goal.

PERSONAL STRENGTH:
· Good verbal and written communications skill.

· Extremely deadline oriented and ability to think and work independently.

· Proficient in computer and internet use.

· Self motivated, positive and energetic. 

· A self starter and an excellent team player with strong leadership qualities. 

Working Experience:_____________________________________________________ 

Synovate Researched Inc., 
Data coder/Encoder 
Front Desk Receptionist 
Nov 2003 – Jan 2008 

Ortigas, Pasig City Philippines 

Duties and Responsibilities 
· Been in charged of facilitating received data, distribution and making sure project is completed upon deadline. 

· Making sure that the data received is properly coded for its project description. 

· Analyze the questionnaire and check the answer of every respondent and assign codes by using Code Frame assigned by the researcher. 

· Process data by project with the assigned number so that they can be tabulated or encoded through computerized system to facilitate easy computer analysis.

· Coordinate and prepare reports to the marketing department with the results of the collated data. 

· Was moved to marketing department for the above mentioned position. 

· Was before in charge of the reception area for a month (includes receiving and welcoming guests, directing calls, distributing incoming documents, letters from companies etc, )

Philippines Overseas Employment Administration (POEA) 

On the job training, Administrative Office 

Nov 02 2002 – Jan 2003 

Ortigas Pasig City Philippines 

Duties and Responsibilities 
· Office clerical duties which includes all the day to day office procedure management. 

· Directing calls to concerned individuals and respondents. 

· Facilitating the distribution of incoming and outgoing documents and filing of documents with confidentiality.
Cashier      April- July 1999 

Tropical Hut Foodmart     Cubao Romulo Quezon City Philippines 

Duties and Responsibilities 
· Cleans my counter prior to my shift.

· Making sure that my cash flow is properly accounted for before and after my shift.. 

· Takes the orders and prepares them for the customer.

· Making weekly inventory of the sales report.

Sales Staff    Nov- April 1998 

Penshoppe Boutique     SM Bacoor, Cavite Philippines 

Duties and Responsibilities 
· Attend to the customers need and entertain inquiries. 

· Ensure that the merchandize is in order and presentable. 

· Ensure that my work area is clean and pleasant.

· Promote new product on display. 

Sale Staff      January- June 1997 

Sm Southmall    Las Pinas city Philippines 

Duties and Responsibilities 
· Attend to the customers needs and entertain inquires 

· Ensure that the merchandize is in order and presentable 

· Ensure that my work area is clean and pleasant 

EDUCATION:_______________________________________________________________ 

· Jose Rizal University Philippines 

   Graduated: Bachelor of Commercial Science  (1999 – 2003)

   Major in Management 

SKILLS_____________________________________________________________________ 
· Computer application, MS office application

· Internet Application, Internet user
ORNANIZATION____________________________________________________________ 

· Jose Rizal University Management society 

PERSONAL DATA___________________________________________________________ 

· Born on may 12, 1978

· Single 

· Height: 5’4

· Christian catholic 

· Language: English, Filipino 

· On visit Visa 
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