
ABOUT ME

Dynamic and detail-oriented

professional with a proven track
record in staff

rostering/scheduling and data

entry, adept at enhancing

operational efficiency. Known for

strong organizational skills and

the ability to manage competing

priorities effectively, I have

expericnce leveraging scheduling

software to optimize manpower
allocation and ensure seamless

operations.

SKILLS

DATABASE MANAGEMENT

DOCUMENT PROCESSING

MICROSOFT OFFICE SUITE

FILE ORGANIZATION

OFFICE ADMINISTRATION

DATA VERIFICATION

RECORD KEEPING

DATA ENTRY

CUSTOMER SERVICЕ

HOBBIES

TRAVEL, COOKING, READING

MORRISON

KIMSON

WORK EXPERIENCE

G4S

Port Moresby

Mar 2023-Present

Data Entry Officer

Port Moresby, Port Moresby, 6663

+67579288884

morrisonkimson@gmail.com

Capture data/hours for all the staff

Respond/deal with the pay quarry for the employees

Negotiate with the client/customers through email or phone

calls

Communicate with the mamagers internally to solve

problems that arise

Assist with the billing team to billed the client/customers

correctly

Contact team meeting

Printing of posting sheets

Sending out daily reports

G4S

Port Moresby

Feb 2024-Present

Roster/Scheduling Officer

Roster all the staff

Do set-up for nem members coming in and going out of the

company

Roster/schedule staff who apply for annual leave

Amend/edit rosterwhen needed

Create roster for new site/location

Roster all staff correspond to the company policies

printing and distributing the roster to the staff

Communicate changes for staff availability to all managers

Preparing, distributing daily staff movement

Sending out daily report

REFERENCES

JANICE. DINGLE

T:+675 72875661/76593844

TREVOR - NAMONA

T:+675 78543382/71528349

JOHN -KANJIP

T: +675 79055686

FINE B. NIMIGORA

T: +675 76882674

E: nimigorafinebullet@gmail.com

EDUCATION

PORT MORESBY

BUSINESS COLLEGE

Port Moresby

2022

WAIGANI CHRISTIAN

COLLEGE

Port Moresby

2020

High school diploma

Diploma in Human Resource Management

Certificate in Human Resource Management

Certificate of PNGHRI

Certificate of Professionally conduct SYMPOSIUM

Higher National Certificate

Year 12 Cerficate

Cerficate of Business Studies

Cerficate of Basic ICT


























