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To work in an institution with high value for work; enhance my skills through working with different kinds of people under different circumstances; and demonstrate hard work in contribution to my personal growth and to the company I am working for.


eBusiness Services Inc., (Western Union)
Front Line Associate
January 2013 - August 2014
· Answer questions about different kind of transactions and provide customer the necessary information.
· Greet and welcome customers, determine nature of transaction and offers other services of the business. 
· Check and answer emails from every department. 
· Keep filing of receipts, forms, permits and other related documents of the branch.
· Maintain register log for the amount and time of delivery or deposit of cash.
· Proper handling of cash such as cash counting, balancing and validating and keep safe of it through cash box and vaults.
· Perform other clerical duties such as to file, scan, photocopy and collate documents as may be required by other departments.
· Closely coordinate or send report with the area head about the status and needs of the branch.
· Make sure that the branch is kept clean and organized at all times.
· Provide administrative support and perform related tasks as may be assigned.
· Sustain alertness from fraudsters, counterfeiting and other related incident for the security of every transaction.
· Track and keeps an update about the maintenance being done in the branch especially those that need a repair, refill or check.
· Check the completeness of data of the whole day transaction and send it to the appropriate personnel of each department.
· Prepare oneself for the rotation of duty to different branches.
Philippine Council for Agriculture, Forestry and National Resources

Research and Development (PCARRD)
IT Support On the Job Training
MIS (Management Information System) Department
July 2011 – February 2012
· Maintain contacts with the personnel of each department as they needed technical support

· Performs the following task as guided by the head of the MIS department such as install cables for computer networks, maintain the hardware equipment of computers including repair, install new software and reformats PC and laptop, troubleshoot printer, scanner and PC

· Submit a weekly report about the assigned duty and send it to the head of the department

· Create a good relationship with the other trainees and personnel for a healthy working environment

· Tertiary       Trace College Los Baños, Laguna (2005- 2012)
Bachelor of Science in Computer Engineering
· Secondary   Los Banos National High School, Los Baños Laguna

          (2001-2005)
· Primary        Lopez Elementary School, Los Baños Laguna(1995-2001)

· Association of Computer Engineering Student (ACOES)



- Member, Trace College (AY 2010-2011)
· Trace College Los Baños Alumni Association

· Proficient in MS Office and Internet applications. 
· Microsoft Office Specialist (MOS) passer issued March 2009
· Ability to perform routine office work using basic clerical skills and work as a team member and follow directions. 
· Customer service oriented. 
· Exceptional attention to detail management, knows how to multi-task.

· Can work well under pressure and with minimal supervision in a fast-paced environment.

· A team player with good systematic leadership and management skills.

· Proficient in both oral and written English.
· Proficient in basic PC troubleshooting and networking

· Age



: 27 years old
· Date of Birth

: February 23, 1988
· Place of Birth

: Fort Bonifacio, Makati, Metro Manila, Philippines
· Nationality


: Filipino

· Civil Status


: Single

· Religion


: Roman Catholic

· Languages Spoken
: English and Filipino (tagalog)

References available upon request
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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