Michael
Email add: Michael.179830@2freemail.com 
OBJECTIVE:
To work in association with professional groups who offer me the opportunity for career advancement and professional growth
WORKING EXPERIENCES:
BUREAU  OF INTERNAL REVENUE 

Personal Assistant cum Driver 
Quezon City, Philippines 

August 2012 to January 2013

DUTIES AND RESPONSIBILITIES 
Responsible to maintain the vehicle by keeping them clean and in running state
To send a vehicle to a repair shop / garage for repairs when needed
Abide the rules and regulations laid down by the state authorities to avoid any mishaps/ accidents.
Ensure that all important documents of the vehicle is in place while driving 
Holy Trinity Medical Clinic

Asst. Computer Technician

Laguna, Philippines

May 2011 to July 2012
Duties and responsibilities: 

Provide technical support to end-users within the organization. 
Create, initiate and develop desktop computing environment in an organization. 
Install software programs and applications.

Determine, identify and troubleshoot technical problems relating to software and hardware. 
Install and configure software programs and applications

Maintain and manage workstations, servers, printers and scanners and other related equipment. 
Ensure quality hardware support for end-users. 
Interconnect workstations, terminals and existing data networks. 
Use client management tools effectively to maintain workstations and servers
Liquid Packaging Corporation 
Data Encoder (Sales Department)

Batangas City, Philippines

February  2010 to December 2010
Duties and Responsibilities: 

Generally responsible for entering everyday sales data and various information of the customers
Perform other administrative tasks such as filling, scanning, maintaining records of the customers and other related duties as instructed by my immediate superior.
SCOTT BURGER 

Service Crew 
Tondo Manila,  Philippines 

June 2009 to December 2009

DUTIES AND RESPONSIBILITIES:

Generally the duties include delivering food and beverages, removing used dishes, setting up and taking down tables and taking orders and to make sure the guests are satisfied in our service. 
OTHER SKILLS:
· Basic in Visual Programming
· Basic in Operating System

· Microsoft Access
PERSONAL INFORMATION
Birthday

:
November 1, 1989

Status


:
Single
Citizenship

:
Filipino 


Height


:
5’0

Weight

:
108 lbs. 
Visa status 

: 
On Visit visa 
EDUCATIONAL BACKGROUND
Tertiary

:
Bestlink Institute of Information Technology 




Computer System Design & Programming




(2007-2009) 

Secondary                :
San Bartolome High School

(2002-2006) 
Elementary

:
Rosa L. Susano Elementary School




(1996-2002) 
