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PROFESSIONAL SUMMARY

Analytical and highly accurate Data Professional with a strong foundation in Computer Science and over 6 years of experience in data-related roles, 3 years of experience in data entry, and 3 years’ experience in data management and data analysis. Expert at fast-paced data processing and maintaining database accuracy, alongside navigating the full data pipeline — from routine data capture and rigorous cleaning to the development of sophisticated diagnostic tools and interactive dashboards.
 I specialize in bridging the gap between technical data environments and executive decision-making, ensuring that insights are not only accurate but also practical and actionable. With a proven track record of optimizing business processes, I deliver measurable impact through zero-defect data entry, meticulous record-keeping, operational efficiency, and data-led storytelling. Passionate about leveraging modern BI tools to solve cross-functional challenges and drive scalable growth in any fast-paced organizational setting.
TECHNICAL SKILLS

Data Entry & Processing: High-Volume Data Entry, 70+ WPM Typing Speed, Data Quality Assurance, CRM/ERP Data Management, Attention to Detail
Database Management: MySQL, IBM db2, Snowflake, DBT
Data Analytics & Reporting: MS Excel (Advanced), Google Sheets, Big Query, Pivot Tables, Data Modelling, Ad-hoc Analysis, Root Cause Analysis
Programming Languages: Python, SQL (Joins, CTEs, Window Functions, Subqueries)
Data Visualization Tools: Looker, Power BI, Tableau, Metabase
Business Intelligence (BI): BI Strategy, KPI Development, Dashboard Design, Data Storytelling, Self-Service Analytics, Business Reporting
Procurement & Operations: Procure-to-Pay (P2P), Purchase Order Management, Vendor Onboarding & Management, Spend Analysis, Contract Compliance, SOP Development, Invoice Reconciliation
Data Governance & Quality: Data Validation, Data Cleaning, Data Auditing, Record-Keeping, Compliance Monitoring, Documentation Standards
Supply Chain & Finance Support: Budget Tracking, Cost Analysis, Inventory Data Management, Financial Reconciliation, Cross-functional Reporting
Productivity Tools: MS Office (PowerPoint, Word, Outlook), Google Workspace
Collaboration & Project Tools: Git, Confluence, Jira, Microsoft SharePoint, Slack
Soft Skills: Analytical Thinking, Cross-functional Collaboration, Stakeholder Communication, Process Improvement, Problem Solving, Attention to Detail
PROFESSIONAL EXPERIENCE

Current Organization – Procurement Operations Analyst	Apr 2026 – Present
Support and streamline procurement operations by coordinating purchasing activities, managing vendor data, and ensuring accurate documentation across the procure-to-pay cycle. Leverage strong analytical skills to monitor spend, track key performance indicators, and identify cost-saving opportunities, while serving as a key liaison between procurement, finance, and supply chain teams to drive compliance, accuracy, and operational efficiency.
Key Achievements:
1. Process Optimization: Identified and resolved procurement workflow bottlenecks, reducing purchase order processing time by an estimated 20% within the first quarter.
1. Data Accuracy: Maintained a 99.8% accuracy rate in procurement records, significantly reducing reconciliation discrepancies between procurement and finance.
1. Vendor Management: Streamlined vendor onboarding documentation and data entry processes, cutting onboarding time by 25% and improving supplier communication turnaround.
Seven Up Bottling Company – Manufacturing Operations Analyst
Feb 2023 – Mar 2026
Analyzed production and operational data to optimize manufacturing processes, improve plant efficiency, and support strategic decision-making within a high-volume manufacturing and distribution environment. Managed the full operations data lifecycle — from capturing production and output data, to cleaning and validating operational records, and querying complex datasets to monitor performance against targets. Acted as a bridge between shop-floor operations and management, building intuitive reports and dashboards that translate production metrics into actionable insights for cross-functional teams.
· Monitored daily production data, downtime, and output volumes across manufacturing lines, ensuring accurate, up-to-date records to support operational decision-making.
· Developed and managed automated reports and interactive dashboards using Looker and Power BI, providing real-time visibility into production KPIs, efficiency rates, and operational performance for plant management.
· Engineered robust data cleaning and validation workflows in Microsoft Excel and Google Sheets, reducing reporting errors and ensuring 100% data reliability for operations and executive reviews.
· Conducted root cause analysis on production inefficiencies and downtime trends by querying structured operational datasets, supporting faster, data-driven corrective action.
· Collaborated with production, quality, and supply chain teams to identify process bottlenecks, utilizing data visualization to highlight opportunities for throughput and efficiency improvements.
Key Achievements:
· Operational Efficiency: Identified and helped resolve production bottlenecks through data analysis, contributing to measurable improvements in line throughput and reduced downtime.
· Reporting Accuracy: Improved the integrity of operations reporting by implementing standardized data validation protocols across all production datasets.
· Process Optimization: Optimized existing operational data models, resulting in faster insight generation and more agile responses to production performance issues.
Unlimited Sunshine – Data Entry & Customer Service Representative	Jan 2020 – Jan 2023
1. Processed and maintained daily customer orders, garment inventory, and financial records into the company database with strict confidentiality.
1. Conducted regular data audits to resolve discrepancies and ensure accurate order tracking and compliance.
1. Generated standardized daily and weekly operational reports using MS Excel and Google Sheets.
1. Digitized physical receipts and streamlined the document management system, reducing data retrieval time by 30%.
EDUCATION

Advanced Diploma in Software Engineering – Aptech Computer Education	[2023]
