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Visa Status:  Family Visit Visa


Job Objectives:  Project Management; Administrative

SEMINARS & TRAININGS
- MS Excel (2014)                                                                      -Accenture Inc.

- MS Sharepoint (2014)                                                              -Accenture Inc.
- MS Project (2014)                                                                    -Accenture Inc.
- Basic Life Support & First Aid Training (2011)                      -Sucat, Parañaque

SKILLS

Knowledge in Microsoft Applications such as Excel, Word etc.

Good in oral and written communications skills.

Technical and Technological skills.
Team oriented.

Fast Learner
WORKING EXPERIENCES

ACCENTURE INC                                                              - Mandaluyong City

January 2013 – February 2015
PROJECT CONTROL SERVICES (PCS)

· Administrative support to project/s (both internal and external).

· QA Tester / Metric Coordinator
· Document Controller and Fulfillment (Third-Party Vendor) 
MAX’S RESTAURANT                                                      - Bacoor, Cavite
June 2006 – December 2012                                                   
STAFF/ADMIN ASSISTANT                                                          
· Office and admin support tasks.

· HR/Payroll Admin
· Supervising kitchen roles and responsibilities.

· Arrange stocks and do inventories.

· In charge in monthly inventory reports, managed kitchen files, does secretarial work.

JOLLIBEE FOODS CORPORATION                                                         - Bacoor, Cavite
June 18, 2004 – July 18, 2005
ADMINISTRATIVE CREW

· Provides bills and coins for change of cashiers.

· Encode and tally sales of all cashiers at the end of the day.

· Assistant HR / Payroll admin
· Doing bank transactions
· Cashier reliever and drive – thru assembler.

EDS MANUFACTURING INC.                                                                    – Imus, Cavite

October 2003 – March 2004

MACHINE OPERATOR (Wiring Harness)
· Wire assembly for the automobile
· Parts setter of the harness
ON-THE-JOB-TRAINING

Philippine Long Distance Telephone Company (PLDT)                              - Bacoor, Cavite
April 10, 2012 – May 25, 2012                                             
Main Distribution Frame (MDF) Assistant                               

· Do the initial wirings for connections.

· Do some repairs in telephone line problems.  Changing fuse.

EDUCATIONAL ATTAINMENT
TERTIARY

Saint Francis of Assisi College                                            -Las Piñas City, Philippines
Bachelor of Science in Electronics and Communications Engineering
April 2013
PERSONAL BACKGROUND

Age                          : 30 y/o                  


Birthdate                  : August 06, 1984  


Birthplace                : Marikina City


Civil Status              : Single


Height                      : 5’4”


Weight                     : 170 lbs


Nationality               : Filipino


Religion                   : Roman Catholic
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