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Summary of Competencies

Excellent customer service skills

Professionalism, flexibility, initiative, and proactive

Efficient communication & listening skills as well as the ability to work with others in close manner
Effective in preparing monthly financial reports and its schedules
PC Troubleshooting skills booth Software /Hardware and Network
Education
· Bachelor of Science in Information Technology
March 2011, Misamis University, Ozamiz City Philippines
Trainings
· Institutional Learning Orientation (ILO)/Institutional Sustainability Assessment (ISA) Orientation
December  2014, Misamis University, Ozamiz City, Philippines 

· ISO 9008:2008, PACUCOA Orientation

June  2013, Misamis University, Ozamiz City- Philippines
· ICT Training/Software Development
October 2011, Misamis University, Ozamiz City- Philippines
· On The Job Training

July 2010 – November 2010, Research Centre., Misamis University, Ozamiz City, Philippines
· Macromedia Dreamweaver Basic to Advance
December  2009 - Misamis University, Ozamiz City- Philippines
Computer Skills

QuickBooks, Microsoft Office, Adobe Photoshop, Adobe Premier, Adobe Audition, Sony Vegas
Personal Information

Nationality:    Filipino
Visa Status:  Visit Visa

Languages:   Tagalog/English


	
	Technical Support Representative, Admin Staff/Secretary, 

Sales Representative/Data Encoder/Inventory &Purchasing Officer, Customer Service
Key Skills

	
	
	· Customer Service

· PC Troubleshooting

· Complaint Handling

· Up-Selling/Sales Support
	· Record maintenance
· Supplies management
· Office procedures
· Technical/User Support

	
	
	Employment History

Technical Support Representative
Misamis Univeristy
Ozamiz City, Misamis Occidental Philippines 7200
July 2015 – November 2015

· Troubleshoots malfunctions of hardware and/or software applications 
· Maintains computer hardware and software applications inventory.

· Coordinates scheduling of students and teachers.
· Diagnose and resolve technical issues involving internet connectivity.
Admin Staff/Secretary
Misamis Univeristy

Ozamiz City, Misamis Occidental Philippines 7200

November 2012 – June 2015
· Produce correspondence and documents and maintain presentations, records and spreadsheets. 
· Booking rooms and conference facilities.
· Managing and maintaining budgets.
· Knowledgeable in scheduling meetings, preparing agenda, preparing minutes, taking care of correspondence as directed, answering phone calls, reporting and keeping in touch with departments and offices as expected.
Sales Representative/Data Encoder/

Inventory & Purchasing Officer
Building Resources, Inc.

Ozamiz City Misamis Occidental Philippines 7200
September 2011 – November 2012
· Prepare reports on adjustments to inventories, spoilt or damaged stock and changes in stock location.
· Maintain stock records using manual or computerized systems
· Be responsible for, and check supply invoices against purchase orders
· Prepared source data/items to be transfer from the warehouse to the main store.

· Resolves customer complaints by investigating problems; developing solutions; preparing reports.
Customer Service
Misamis Univeristy

Ozamiz City, Misamis Occidental Philippines 7200

November 2004 – March 2011
· Provide information to customers via telephone or in person.
· Dealing with student/clients enquiries about staff/faculty whereabouts.
Reference & Documents

Available upon request


