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	Skills

	Advanced
	Typing (60WPM)

	Intermediate
	PC & Network Troubleshooting, PC Hardware & Software Installation

Website Creation Tool : Wordpress
Experienced Office Package: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Outlook Express
Experienced Operating Systems: Windows XP, Windows 2000, MS DOS, Windows Server 2003 & 2008)
Graphics Tools: Adobe Photoshop, Corel,  Windows Movie Maker

	Experience

	Aug 2014 – May 2015
	Researcher / Associate Consultant
Training and Systems, Inc | Central Philippines

	 
	• Deliver research and consultancy tasks and outputs to a high standard of quality, including – crucially – written reports.

• Complete research and consultancy tasks on projects personally managed and as well as those managed by others, to time and budget.

• Manage projects of small and medium size, deliver the agreed result, including meeting of all deadlines and financial results.

• Other defined activities as agreed with the line manager. 


	Oct 2013 - Jun 2014
(8 months )
	Associate Consultant
QCS Phils.-Consultancy & Tranings | Central Visayas, Philippines

	 
	• Provide support to the Clients in the documentation to help them adhere to the requirements of ISO 9001:2008  primarily for Consultancy projects. 
• Responsible in the over-all coordination of controlled documentation and quality records of the assigned Projects/Clients. 
• Responsible in the development of controlled documentations until turn-over as per assigned projects.

	 
	 
	 

	Mar 2010 - Sep 2013
(3 years 8 months )
	EDP Staff / Branch Infotech
Dynasty Management & Development Corp. | Central Visayas, Philippines



	 
	• Install and configures POS / desktop computers hardware, operating systems, and applications used in the offices and selling areas;
• Service and maintain computer systems, includes inspect, clean, test, run scandisk, defragment hard drives, and update antiviral programs to maintain performance and security;
• Conduct database back-up;
• Communicate to staff while troubleshooting, either face to face, over the telephone, or via email;
• Troubleshoot system and network problems, diagnose and solve hardware/software faults;
• Replace damaged parts as required;
• Support the roll-out of new applications;
• Responds within agreed time limits to call-outs;
• Work continuously on a task until completion (or referral to third parties, if appropriate).



	Apr 2005 - Mar 2010
(4 years 11 months )
	Office Staff / QMS Document Deputy
Dedon Manufacturing, Inc.



	 
	• Develop and create templates (soft copy) of necessary forms in order to have records of the activities carried out as required;
• Draft documents such as STANDARD OPERATING PROCEDURES, GUIDELINES, BUSINESS PROCESS, and the like, in close coordination with the process owners and come up with the final documents for approval;
• Organize and maintain files of documents and records and correspondence of both a routing and confidential in nature;
• Maintain variety of records, reports monitoring, and update regularly necessary information such as KEY PERFORMANCE MEASURES, MONTHLY OVERTIME MONITORING, MONTHLY OFFICE SUPPLIES USAGE, CAPEX & OPEX, and other reports deemed to be necessary;
• Implement and ensure that all the documents used in the section are according to the company’s Quality Management System’ standards.

	 
	 
	 

	Education

	2002
	University of the Visayas
Bachelor's Degree in Computer Science
Quezon City High School
Secondary Education

Kamuning Elementary School
Elementary Education



	Languages

	Proficiency level: 0 - Poor, 10 – Excellent

	Language
	Spoken 
Written 
Relevant Certificates

	English
	   7 
   8 
-

	 
	 
	 

	Jobstreet English Language Assessment (JELA)

	Date Taken
	16 Aug 2012

	Score
	38/40

	Seminars and Trainings Attended

	Understanding, Documenting, and Implementing ISO 9001:2000
PERA Neville Clark Training Course
Conducted by Jun Villalon of PERA Neville-Clark
Feb. 17 & 19, 2007

Internal QMS Auditor
PERA Neville Clark Training Course
Conducted by Jun Villalon of PERA Neville-Clark
Feb. 23-24, 2007

Information & Records Management (IRM)
Dedon Plant 1 Training Room
Conducted by Mario Belonguel (QA Manager)
Dec. 19, 2007

Short-term course on Visual Basic 6.0 Programming
Systems Technology, Inc (STI)
Mandaue City
May 14, 2008



