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QUALIFICATIONS:
Computer Science graduate expert in MS Office Suite, data entry and managing files; has  average typing speed of 50wpm, fast learner, willing to be trained to new procedures if needed, possesses leadership skills, loyal, flexible and has the ability to work multi-task effectively. Experienced customer service, has interpersonal skills, Fluent in English and Filipino verbally or written. Interested in online marketing and graphic designing.
EDUCATION AND TRAININGS ATTENDED:
 Graduate
Bachelor of Science in Computer Science

December 1998


AMA Computer College Makati, Philippines
PROFESSIONAL EXPERIENCES:

ADMINISTRATIVE ASSISTANT, Fost Business Solutions Corp
December 2013 – February 2015
· Responsible for updating records in the computer system
· organizing written records and accurately typing the information into the computer system

· In-charge of generating monthly or annual reports or spreadsheets using the information entered into the system

· Provides administrative support to executives, performs office and clerical duties
· Track record of maintaining supplies, answering inquiries, maintaining security, monitoring logbook and ensuring that office equipment is working properly
· Delivers first class customer service and highly professional technical support
· File and Database management
TECHNICAL SUPPORT REPRESENTATIVE 1, Startek Philippines

December 2012 – December 2013
· Delivers first class customer service and highly professional technical support on television signal, cable box, remote control, phone and internet
· Email Configuration and Outlook Setup
· Troubleshooting desktop applications, Windows 7 and 8 on PC/MAC

· Retrieving passwords
· Troubleshooting Printer, fax machine and iPhone
· Network troubleshooting including LAN/WAN, cable wires, broadband and fiber optic wires

· Troubleshooting Modem, IP addresses,  and other internet issues
IT HELPDESK ANALYST, Embers Software Strategies, Inc.

October 2011 – December 2012
· Handled technical troubleshooting within an enterprise environment, including system crashes, slow-downs and data recoveries
· Engaged and tracked Priority 1 issues, with responsibility for the timely documentation, escalation (if appropriate), resolution and closure of trouble tickets. 
DATA PROCESSOR, GDMC Inc. 
January 2005 - July 2011 (Team Leader)
· Maintains Imaging System
· Manages volumes of data, validating and performs quality related software in processing before transmitting to clients. 

· Creates project monthly reports using MS Excel 
DATA QUALITY ASSURANCE ANALYST, IDM, INC. 
April 1999 – December 2004 (Team Leader)
· Maintains Imaging System

· Leads and manages a team that assures quality assurance procedures are properly applied 

· Responsible to test and analyze the new handed software for the team (software testing)
· Monitors the project assuring due dates are met
OTHER SKILLS 
· Proficient in MS Office includes MS Excel, MS Word, MS  Access, MS Powerpoint and MS Outlook  
· Excellent in file management and database management
· Excellent in Record Keeping
· Knowledgeable in Photoshop and Basic Illustrator

· Graphic Designing, Online Marketing, Multi-Level Marketing

· Invoicing and Basic Accounting
· Excellent in customer service via phone or even in person

· Creating effective business letters 

· Typing speed minimum average of 50 wpm 

PERSONAL PROFILE:

Nationality : Filipino

Birthday : February 15, 1979

Civil Status : Single
Visa Status: On-Visit Visa

