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Career Objective

To be able to contribute to the success of the company or institution that I may join by sharing my talents, capabilities and experiences, develop my interpersonal skills and gain more knowledge.
Employment History
Name of Employer

NESTLÉ BUSINESS SERVICES MANILA, INC.




October 01 2012 – July 08, 2015
Address


Supima E-Circle Malhacan Road, Meycauayan City, Bulacan 
Telephone No

(02) 479 2600 local 2519 (office number)
Position Title

Roles Coordinator Associate
Stream


First Level Support (FLS)

Tasks



Responsible in Roles management and ensures that roles requested by end users are properlyallocated so that they can perform what is required fromtheir job.
First level support for role related queries and issues from Globe IS-IT users, Nestrade and NITR, Nespresso, Switzerland and other global market of Nestle (which may be related to Procurement,NPDI, and GREAT etc.). 
Closely working with the LGO (Local Globe Organization) of Switzerland (center market of Nestle)in ensuring that the roles allocated meets the GLOBE standard.
Coordinates role related issues or requests with other Analyst or Analyst Group to ensure timely and accurate resolution.

Perform role allocation/deletion and segregation of duties for the requested role/s of users.

Delivered compliance as the Standard Routine SPOC (Single Point of Contact) of FLS Roles Team by ensuring documents are up to date, has relevant controls and meets the standards set by the Center. (2013-2014)
Guides other team member by updating procedures, methods, guidelines and communicating developments to them (through Knowledge Transfer).

Drives initiatives that will deliver efficiency through Nestle Continuous Excellence methodology (improve the current process of the team whether it maybe through the daily operations, generating reports etc.)
Pioneered the “Cloud Solutions User Access Review” for the User AccountManagement Team (October 2014 – January 2015). During this time, the followingtasks we’re performed:
· Closely worked with the contact in Switzerland and discussed how they would like the data to be presented in the reports for all the cloud solutions

· Created the template that will be used to present the data (in graph and table form) as agreed with the identified contact and with each of the cloud solution owner (mostly, this differs for each cloud solution as their needs are different from each other).
· Delivered timely and accurate report for the different cloud solutions that wassent to the cloud solution owners
· Created the standard so that other processors would be able to replicate this procedure in the future
· Suggested and implemented steps to improve the process

2015 First Level Support Focused Improvement Pillar in which the following tasks we’re and are still being performed (February 2015 – July 2015):
· Leads the Basic Problem Solving mindset of the whole Stream
· Leads and directs the identified coaches of the stream and ensures that they are equipped with the proper knowledge in order to perform their task (via nominating them through training or cascading their needed information myself)

· Acts as a driver and the contact for all projects being led by identified project leaders in the stream (communicating the updates/status to others including the management team, asking for assistance from other streams if needed and working closely with other stream if they have any projects/initiatives that can be replicated to our stream)

· Coaches initiatives for members of the stream making sure that it follows the standard (Go See – Think – Do Phase)

Name of Employer
Department of National Defense, Armed Forces of the Philippines Library




July 2010 – October 2010
Address


Pajo, Quezon City
Contact


Project Leader - Professor CenonPalomares (UP Professor) 
Position Title

Database Information Specialist (E-library developer)
Tasks




Lead the team of UP Students and constantly collaborating with the Project Leader to ensure that operations and deliverables are done accurately and on time.

Divided the tasks to the team member depending on the skill set of each member
Indexed, catalog and created abstracts for sensitive and non-sensitive pieces of materials of the AFP library
Encodes all necessary information to make sure that all relevant information are kept intact

Name of Employer

NCO Financials, Inc.




December 2006 – January 2007

December 2009 – January 2010 

Position Title

NCO Temp Agent (Customer Service Representative)

Tasks


Expert on hardware troubleshooting for Xbox console

Guides over-the-phone Xbox customers step by step on how to resolve their console problems

Coordinates with 2nd or 3rd tier support for Xbox console replacements

Name of Employer

UP Diliman Interactive Learning Center and Main Library of UP Diliman(General Reference and Cataloging Section)




June 2010 – October 2010 
November 2009 – March 2010
Address


UP Diliman, Quezon City

Position Title

Intern

Tasks


Answers queries of users whether it be through person, instant messenger or e-mail

Cataloged materials (Filipiniana etc.) from the Cataloging Section of the Main Library 

Summary of Qualifications

· Proficient in MS Office Suite (MS Word, PowerPoint, Visio, Outlook, OneNote and Excel) 

· Proficient in Tools Developed and being used by Nestle (Service Manager, Nestool, PRAM, ISM SOD Tool and SAP)

· Abstracting, Indexing and Cataloging 

· Non-professional Driver’s License 

· Programming (C, Visual Basic, PHP, HTML, CSS, JavaScript) 

· Can multitask with ease

· Can work in a stressful environment

· Good interpersonal skills

· Excellent analytical and problem solving skills 

· Excellent in oral and written communication (English) 

· Excellent customer service skills 

· Able to work efficiently with minimal supervision 

· Willing to work on shifting schedules

Honors and Achievements

· Certificate of Achievement for Effective Business Writing (May 14 and 20, 2013)

· Certificate of Achievement for Module Design and Development Program (April 10, 11 and 12, 2013)

· Certificate of Completion for the Microsoft 2007 Excel VBA by EDUPRO (July 10, 2014)
· 2011 Librarianship Licensure Examination Board Passer 

· College Scholar 1st semester 2009-2010 (general weighted average of 1.75 or better, 1 being the highest)
· College Scholar 2nd semester 2008-2009 (general weighted average of 1.75 or better, 1 being the highest)

· Graduated Salutatorian in Elementary 

· Accelerated from Grade 3 to Grade 4

Educational Background

Bachelors/College Degree

Degree Program


: Bachelor of Library and Information Science
Institute/University


: University of the Philippines Diliman, Quezon City

Elementary

Paco Citizen Academy Foundation



1993 – 1994

Holy Trinity School





1994 – 1999

HIGH SCHOOL

Quezon City Science High School



1999 – 2003

COLLEGE

University of the Philippines Diliman


2003 – 2011
(BS Computer Engineering – unfinished)


2003 – 2007
(Bachelor of Library and Information Studies)

2008 – 2011

Affiliations
UP Chess Varsity – Member (2003-2005)

UP Engineering Radio Guild – Member (2004-2008)

UP LISSA (2009-2011)
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