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To pursue a challenging career in information and communications technology

              Where I could utilize my knowledge and skills specifically in analyzing data and information,

              Computer technical support and network support.

Position: IT/HR  ASSISTANT
Company:  AMC Protection

Abu Dhabi, UAE

September 7 2013 – Present

Duties and Responsibilities: 
· Maintaining and creating all employee files. 

· Assisting HR Manager to ensure the effective and efficient 

· Functioning administration services, office management and HR task. 

· Responsible for posting open positions. 

· Greet and direct interview applicants. 

· Establish and maintain computer records, including Recruitment files and tests, general files and other information on sick leave, payroll, vacation pay, attendance cards, and hourly time records. 

· Prepare Staff attendance cards for payroll. 

· Maintain confidential employee information and records. 

· Input and verify posting of leave requests. 

· Take Minutes of Meeting. 

· Create and maintain electronic and hard-copy file systems for employees' benefits, retirement, leave-of-absence and payroll information. 

· Overall management of all the company’s IT infrastructure, Including Routers, Switches, Network cabling integrity, Firewall & VPN links, etc. 

· Overall management of company’s IT devices: 

· Overall management of network security and integrity: 

· Configuring server & firewall security policies 

· Access management of network resources. 

· Wireless access coverage and security. 

· Server management. 

Position: Credit & Data Analyst / Document Controller
Company: Global Credit Information Systems
Manila - Philippines
June 1 2011 – August 9 2013
Duties and Responsibilities:
· To analyze and process the document given to us and tagging them according to the given specifications by the client.
· Ensure all the documents are being process efficiently and accurately.

· To coordinate the members and customers verifications and complaints.
· Responsible of inputting and transferring companies’ data and information in a system.
· Performs other related duties as may be assigned by immediate supervisor
Position: Technical Support Engineer / IT Staff 

Company: Offshoring Incorporated
Ortigas - Philippines
October 2009 – May 2011
Duties and Responsibilities:
· Promote sales and services to customers. 
· Installation, Configuration and Troubleshooting of windows desktop and server operating systems.
· Develop and implement sales and service strategies. 
· Respond to customer needs and requirements.
· Deliver customer services in a courteous manner. 
· Plan sales to promote products and services. 
· Communicate customer orders and requirements to customer service and care department. 
· Ensure delivery of products to customers in a timely manner. 
· Assist sales and service manager in preparing and verifying invoices, products and merchandise. 
· Implement best practices in sales and service activities.
·  Expresses to customers all the rules and conditions of the product in a clear and courteous manner.
· Installation, Configuration and Troubleshooting of windows desktop and server operating systems.
· Planning, designing and evaluating products.
· Collaborating with production management.
· Testing returned units, collecting data and analyzing patterns
· Performs other related duties as may be assigned by immediate supervisor

                      Training and Seminars Attend
· PC Networking and Windows 2003 Server Administration – ACTIVE DIRECTORY
May 2012 to July 2012
CNCTC, Manila (I.T Training)
Abu Dhabi, UAE
· Visual Basic.net Express Edition
December 2010
University of the East - Manila
Manila, Philippines
· Adobe Flash Creative Suit 4 Seminar
December 2009
University of the East – Manila

Manila, Philippines
                                                                               Declaration
I hereby declare that the above-furnished details are true                                                                                                                                                                                            to the best of my knowledge.

	





OBJECTIVE











Dear Sir/Madam,


 


I believe that there would be a suited position for me with my background, skills and your requirements.


I graduated as Bachelor of science in Information Technology at University of the East – Manila Philippines, I have been exposed to different technical and communications in the field of Information Technology and If you are seeking an employee who understands technology, who earns 100% staff support, and a career-committed as it takes to achieve total success, then please consider what I have to offer. I would be happy to have a preliminary interview with you to see if we can establish a mutual interest. I will wait for your call to answer any initial questions you may have and to hear about your hiring process. 


Thank you to took your time and I certainly look forward to an early interview 


 


Very truly yours,
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PROFESSIONAL QUALIFICATION














KNOWLEDGE/QUALIFICATION: 





Software: MS Office, Open Office, Adobe Photoshop, Windows XP, Windows 2003 Server Administration, Active Directory


Programming: VB.net, HTML, JavaScript.


Have experience in computer and laptop troubleshooting / pc networking.


Installing Hardware and Software.


Fast writing and typing skills.





EDUCATION ACCOMPLISHED


April 2011: Bachelor of Science in Information Technology.


PERSONAL


Visa Status:  Residence Visa (September  2015)


Sex: Male


Date of Birth:  20 April 1990


Nationality:  Filipino


Languages:  English and Tagalog





REMUNERATION


Bonus: Variable


Transportation Allowance: Variable Salary:  4,500 – 5,500





AVAILABILITY


Immediate





























