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CAREER OBJECTIVE
A dynamic and detail-oriented professional with good educational background and exposure in Accounts and Computer Field, I would like to achieve a career-oriented job in an esteemed organization and would like to grow and contribute meaningfully for the success of the organization and to contribute organization effectiveness through emphasis on efficient utilization of technical knowledge experience skill to enhance my job performance.
CORE COMPETENCIES
Customer Service ▪ Documentation ▪ Verification and Validation ▪ Recording Transactions ▪ Reporting and Documentation ▪ Encoding ▪
CAREER HISTORY

	Accounting Clerk
	April  2012 – April 2014

	Municipal Local Government 

Upper Jasaan, Jasaan Misamis Oriental   

· Control going IN and Out of Vouchers, Control Going Out check disbursement

· segregating vouchers according to its what month

· receiving going IN Allobs from the budget office

· encode abstract of general fund and special education fund of collections using Microsoft Excel

· encode Journal Entry of general fund and special education fund of collections using Microsoft Excel

· Installed software and operating systems on 5 office computers.

· Resolved computer hardware and software, printing, installation, word processing, email and operating systems issues.

· Set up and configured hardware and software on office computers.
· Printing Journal Entry forms



	On the Job Trainee – Accounting Office   
Municipal Local Government Unit  

Upper Jasaan, Jasaan Misamis Oriental, 

On the Job Trainee – Purchasing Department  
Pilipinas Kao Incorporated Eco Zone

Luz Banzon, Jasaan Misamis Oriental

	                November – December 2011
                                April – May 2011

	
	

	


EDUCATIONAL QUALIFICATIONS 

Bachelor of Science in Information Technology                                                           2008 -2012                                                                                                                    Major in Information System
Mindanao University of Science and Technology 

Cagayan de Oro City, Phil.

PROFESSIONAL TRAINING 

· “Search Engine Optimization”, Mindanao University of Science and Technology, Lapasan Cagayan de Oro City, February 19, 2011   

· “Latest Trends in Networking Seminar”, Mindanao University of Science and Technolgy, Lapasan Cagayan de Oro City, February 19, 2011   

·  “Mikrotik Router and Firewall Management and Linux File Permission”, Mindanao University of Science and Technology, Lapasan Cagayan de Oro City, August 13, 2011 

·  “Current Trends in Web Development Technologies”, Mindanao University of Science and Technology, Lapasan Cagayan de Oro City, August 13, 2011 

· “Conducting Research in Information Technology”, Kahulogan Spring Resort, Jasaan Misamis 
· Oriental, July 31, 2011
PERSONAL INFORMATION

	Date of Birth: 16th Jan, 1990
	Nationality: Filipino

	Visa Status: Visit Visa
	Marital Status: Single


