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Bachelor of Science in Computer Engineering
OBJECTIVE

To seek employment in an organization where I can enhance my knowledge and skills, to acquire new skills, and be able to contribute to the realization of the company’s goal and objectives.
SKILLS
· Assist / coordinates meetings / requirements 
· Assist department managers as requested 
· Monitoring / Filing / Uploading of correspondences 
· Taking the minutes of meeting 
· Prepare company reports 
· Travel Request / Hotel Booking / Reservations 
· Prepare documents for signature 
· Have knowledge in troubleshooting the following: 
· Microsoft Outlook application issues 
· web applications 
· network configurations 
· blackberry, iOS, and android phones 
· desktop applications installations and fixes 
· remote desktop access 
· Assigned to be a Queue Manager 
· distribute incident tickets to the agents 
· respond to team escalation emails 
· communicate to different resolver groups 
· Able to set up a computer system. 
· Hardware and software installation. 
· Capable of creating and editing video, picture, files and presentation using different Microsoft Windows applications. 
· Has an experience in video, picture, music and file recovery. 
QUALIFICATIONS
· Dedicated and hardworking individual. 
· Able to learn quickly, demonstrate flexibility and persistence. 
· Ability to Plan, Organize and Prioritize Work 
· Exceptionally versatile and adoptability. 
· God-fearing person. 
TRAINING AND WORK EXPERIENCE
Executive Assistant
On-the-Job Training
Siemens Power Operations Inc.
Siemens Power Operations, Inc.
March 2, 2015 – Present
April 12, 2013 – June 7, 2013
Sta. Rita Karsada, Batangas City
Sta. Rita Karsada, Batangas City
· Technical Support Specialist (Citibank Account) 
IBM Business Services Inc. 
May 19, 2014 – December 24, 2014 Solenad 2, Nuvali, Sta. Rosa City, Laguna 
	EDUCATIONAL BACKGROUND
	
	
	
	

	
	LEVEL
	SCHOOL
	
	SCHOOL YEAR
	

	
	Tertiary
	University of Batangas
	2009-2014
	

	
	Secondary
	Hilltop, Batangas City
	2005-2009
	

	
	
	University of Batangas
	
	

	
	Primary
	Hilltop, Batangas City
	1999-2005
	

	
	
	University of Batangas
	
	

	
	
	M.H. Del Pilar St., Batangas City
	
	

	SEMINAR AND CERTIFICATIONS
	
	
	
	

	Global Records Management Course
	
	Securing Our future
	

	
	(2012)
	
	
	CITI Online Training Course
	

	
	CITI Online Training Course
	
	December 24, 2014
	

	
	December 24, 2014
	
	
	
	
	

	
	2013 Anti-Money Laundering, Sanctions
	
	Password Management
	

	
	and Anti-Bribery & Corruption Annual
	
	CITI Online Training Course
	

	
	Training
	
	
	December 10, 2014
	

	
	CITI Online Training Course
	
	
	
	

	
	December 24, 2014
	
	
	
	
	

	
	Virtual Private Network
	
	
	Fiber-to-the-Home
	

	
	University of Batangas
	
	University of Batangas
	

	
	February 1, 2014
	
	
	February 1, 2014
	

	Basics of Games Programming
	
	Taking the Most Out of Database
	

	
	University of Batangas
	
	Programming
	

	
	January 18, 2014
	
	
	University of Batangas
	

	
	
	
	
	December 6, 2013
	

	
	Pre-Employment Orientation Seminar
	
	I.T. is Power: Reshaping and Bridging
	

	
	University of Batangas
	
	Boundaries
	
	

	
	October 3, 2013
	
	
	University of Batangas
	

	
	
	
	
	September 28, 2012
	


