To Whom It May Concern:

In every path that I choose to go to, I always ensure that it would be for the best of my abilities.

Thus, I always open myself to anything that furthers my knowledge and makes me become a

more competent individual. Hopefully, I can show such qualities once I become a part of your

company.

I would greatly appreciate the opportunity to discuss my qualifications to you more. Should you

have any questions, please feel free to contact me through this number:

(+63) 9154157709

Thank you very much for your time and consideration. I am looking forward to hear from you at

your earliest convenience.

Respectfully yours,

Michael Ericson R. Prendol
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Michael Ericson Rodrigo Prendol
                           +639154157709
                michaelprendol@gmail.com


	Personal Information

	Permanent Address:
	3 Thomas Street Tierra Vista Heights Subdivision Nangka, Marikina City, Philippines 

	Temporary Address:
	3 Thomas Street Tierra Vista Heights Subdivision Nangka, Marikina City, Philippines 

	Nationality:
	Filipino

	Religion:
	Roman Catholic

	Date of Birth:
	May 31, 1987

	Place of Birth:
	Cebu City

	Civil Status:
	Married

	Contact Number/s:
	+639154157709

	Email:
	michaelprendol@gmail.com



April 2020 – Present              
Freelance Virtual Assistant and Data Entry

Industry                      Freelancing
Specialization             Data Entry and Virtual Assistant
Position Level             Experienced Level
Experiences/Skills/Responsibilities:

· Worked as a Data Specialist – Merchant Link Search in Woflow for over a year.

· Familiar in uploading information in LinkedIn and Shopify
· Satisfactory on word typing skills with 60 WPM in typing

· Good English Communication both Oral and Written

· Familiar with CRM tools like JIRA and Salesforce

· Familiar with Shopify, Amazon and eBay as tools for product research

· Short term on Real Estate Virtual Assistant in Facebook Advertisement
· Experienced with Customer Service Support
· Worked as an English Audio Transcriptionist in Appen Platform for 2 years. 
· Services to offer: Word Typing, Email handling and Organization, Retying documents, social media Virtual Assistant, Web Research, Audio Transcriber and Data Entry.
· Reliable, Fast Learner and Attentive to Details

