CAREER OBJECTIVES:
To secure a position with a well-established organization where i can maximize my training experience and utilize my ability in human relations.

HIGHEST EDUCATIONAL ATTAINMENT:
BACHELOR OF SCIENCE DEGREE IN COMPUTER ENGINEER

Philippines           

Year Graduated: 1997
SUMMARY OF QUALIFICATIONS:
· 6 years almost as Document Controller/Secretary in Automotive industry. – Experienced to support the head office management team in day to day duties in maintaining, organizing & controlling of records with confidentiality & security.
· 1 year working experience as Front Desk Officer/Reception from  a private University. Answer inquiries and provide information to the general public, visitors, and other interested parties regarding establishment and location of departments, personnel & offices.
· 6 years of Sales & Management experience.– Manage a team of 20 sales personnel & able to generate sales thru effectively handling operations and people as well.
· 3 years almost in Photoshop Editting & Scanning Images & Text  & File Conversion  in one of the top publishing company where its marketing office is based on New York USA. 
· 1 year of Documentation experience as Settlement Staff from a private company that involve in  Philippine Stocks & Securities transaction. 

WORK EXPERIENCE:
A. DOCUMENT CONTROLLER/SECRETARY – October 2009 – July 2015
RAPIDE Auto Service Center – BLACKHOLE ENTERPRISE - Philippines
Offers a high qualiity, quick automobile repairs in the Philippines.  The countrys leading chain of auto repair service centers, operating more than 50 shops nationwide and still growing.  
JOB RESPONSIBILTIES: 

· Maintains and manages all important documents, including electronic data and documents either for a particular project or the organization and assures that they are easily accessible and stored.
· Generating master list/log/register in full electronic document system for accessing and retrieving documents.
· Organizes & controls document management system, including revision & document formatting.
· Proficiency w/ Microsoft Office of software products, e.g. Excel, Word, to update data information
· Generates electronic/hardcopy reports as needed by the project managers or directors.

· Arrange hard copies filing and long-term storage or disposal documents at time of closeout. 
· Experience w/Document Control hardware &software such as scanners, optical character recogntion
· Assist the office as secretary to achieve office requirements and office demands.
· Assist in the preparation of the minutes of meetings with the project managers and directors.
· Produce logs, transmittals, and other reports as required.
· Performs other similar or related duties as assigned. Includes observing confidentiality, ensuring security of the system

B. FRONT DESK OFFICER/SECRETARY – August 2008 – August 2009

ATENEO DE MANILA UNIVERSITY –Philippines

A private, coeducational, Roman Catholic, teaching and research university in the Philippines. Established in late 1859 by the Society of Jesus, it is the oldest Jesuit educational institution and third-oldest university in the Philippines.
JOB RESPONSIBILTIES

Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs. Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals, arrange conferences, meetings, and travel reservations for office personnel. Schedule and confirm appointments. Conduct searches to find needed information, using such sources as the Internet. Operate electronic mail systems and coordinate the flow of information both internally and with other organizations. Typing Minutes of the Meeting and reports.

C. BRANCH MANAGER -   June 2001 – February 2008

SUPER BINGO -NORTHERN GAMING CORPORATION Philippines
A corporation where it’s main office is based in Manila, duly organized & existing under the law of the Phils., also organized for the purpose of operating & managing amusement & recreation enterprises such as Bingo Parlor.

JOB RESPONSIBITIES

Generate sales, in-charge and supervise the overall operation of the Branch, ranging from planning, marketing, gaming operations & provision of  efficient and correct support services to attain its main objectives and targets, specially in revenue generation.  To see to it that the highest quality of service and satisfaction is provided to at the lowest operating auxillary expense level.

Reported directly to the Regional Manager, coordinates with Central Office through appropriate channels and directly supervises:  Head of Treasury Services, Head of Operations Services & Card Services.

D. IMAGING CLERK  - October 1998 – May 2001
SYSTEMS & ENCODING CORPORATION - Philippines
SENCOR is one of the worlds top electronic publishing company where its marketing office is based in New York, USA, established  to provide quality service in the field of Data Encoding here and abroad.

JOB RESPONSIBILITIES

I'm at the Text & Element Processing Group (TEPG) as an Imaging Staff where the main task is to make a good and quality IMAGE (graphics).  I involve in Text/Image Editing,  OCR (Optical Character Recognition) for Text,  File Conversion (HTML, SGML, QUARK, VP, FM, PDF, RTF, ASCII),  Scanning of documents using H.P. (Hewlett Packard) Scanner for Images & Vision Shape Scanner for pure Text.

E.   SETTLEMENT STAFF  - November 1997 – May 1998
PHILIPPINE CENTRAL DEPOSITORY INC. - Philippines
Regulated by the Securities and Exchange Commission. A private institution established to improve operations in securities transactions.  It seeks to provide a fast, safe and highly efficient system for securities settlement.
JOB RESPONSIBILTIES

Receiving, inspection & acknowledgment of Lodgment Reports (LR) & Upliftment Reports (UR) from the Stock Admission.  Reconciliation of subtotals of counter report vs list of confirmed Lodgments and Uplifts (balancing the next business day).  Daily encoding of all confirmed regular Lodgments.  In-charge of all UR's received during the week for safekeeping until the scheduled weekly confirmation.

COMPUTER SKILLS:


Windows-based applications, MS Word, Excel, Power Point, Adobe Photoshop, CorelDraw & OCR (Optical Character Recognition) for Text,  File Conversion (HTML, SGML, QUARK, VP, FM, PDF, RTF, ASCII),  Scanning of documents using H.P. (Hewlett Packard) Scanner for Images & Vision Shape Scanner for pure Text.
PERSONNAL INFORMATION:
NATIONALITY
:
Filipino

SEX

:
Male

CIVIL STATUS
:
Married

BIRTHDAY
:
14 May 1972

HEIGHT

:
5’7½”

WEIGHT

:
155 lbs.
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