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PERSONAL INFORMATION
Age: 28 years old
Birthday: May 5, 1987
Visa Status: Tourist Visa
WORK EXPERIENCE
Purchasing Officer (January 28,2013-August 10, 2015)
Southeast Telecommunication Products and Services Inc.\Sunfull Green Technology Philippines Inc.
7219 M Ocampo St. Brgy Pio Del Pilar Makati City
Find and expand selection of local suppliers in order to support the Company's needs purchasing goods with high quality and low price. 
Research and Present new ideas that relates to the LED Industry 
Research and implement the use of software such as Inflow database system to promote paperless quotations. 
Find at least 3 suppliers for quotations list, compare and select a suitable supplier. 
Give discounts and finalize prices for biddings and customer requests with reference to the suggested retail price. 
Make and report the suppliers' profile. 
Collects data such as Warranty Claims certificate, Distributorship certificate, Technical Specification Sheet and Quotations from nominated suppliers 
Prepare order, submit and send to suppliers 
Monitor and speed-up the delivery schedule of the suppliers to the warehouse or to relevant units/individuals. 
Periodically visit the suppliers factory (China) to ensure the quality of bulk orders and to further improve the relationship between the company and the suppliers. 
Claims warranty to items which were reported as defective and order the spare parts to be repaired and replaced by the technical team. 
Accompany Sales Executive to pre biddings and further evaluate client requirements. 
Attend Local conventions and trade shows to update client/suppliers list and to be updated with the latest trends on Telecommunication and LED products 
Update into relating to the suppliers such as about qualification, product, delivery time, after sales service, payment method, potential development, etc. at all times to be able to select the most suitable one. 
Frequently find new suppliers. 
Periodically carry-out survey on market price and submit to immediate suppliers. 
Online Marketing (January 28,2015-August 10,2015)
Southeast Telecommunication Products and Services Inc.\Sunfull Green Technology Philippines Inc.
7219 M Ocampo St. Brgy Pio Del Pilar Makati City
Monitor Online postings to promote hot selling items to previous and new clients Maintain Social medial profiles such as Facebook, Twitter, Lazada and LinkedIn Design and deliver emails. 
Manage and deliver email lists. 
Integrate other inline presences including social media outlets with email campaigns Follow up responses from email blasts 
Level 2 Technical Support Analyst (March 23, 2009-November 30,2012)
Rainmaker Asia / Stefanini Techteam Global
30th floor GT Tower International H.V Dela Costa St., Makati City
Receives incidents via web submits 
Documents incidents/concerns reported by customer using client-specific system 
Ensures that information and template logged in the ticket is accurate and complete Resolves incidents/concerns if within scope of function to ensure performance of first 
contact closure 
Prioritizes tickets as Urgent, High, or Standard level incidents depending on it’s impact and urgency 
Escalates unresolved incidents/tickets to concerned department for resolution using the appropriate and/or client-specific system 
Responds to customer’s requests for information regarding the status of reported incidents/tickets. 
Sends email to customers (e.g.; links, troubleshooting steps and instructions.) in relation to his/her incident/issue. Provides information to customer via acceptable channel of communication 
Monitors the incident/ticket until it is resolved if deem necessary 
Provides installation and upgrade services of software through remote connection Performs maintenance and performance of customer's computer 
Diagnoses end-user system failures and implement repair solutions 
Diagnoses printer and other peripheral device failures and implement repair solutions Troubleshoots network devices in order to ensure connectivity from the PC to the 
Network 
Engages customer as a point of contact for tasks 
Creates, activates and deletes generic user id, exchange and other accounts as requested by customers 
Responds to customer’s ticket/incident within acceptable timeframe following the correct queue management process 
Sends email to customers (e.g.; links, troubleshooting steps and instructions.) in relation to his/her incident/issue. Provides information to customer via acceptable channel of communication 
EDUCATION
College Level (2004-2009)
Polytechnic University of the Philippines
PDC Compound, Sta. Mesa, Manila
• Bachelor of Science in Computer Engineering
TRAININGS AND SEMINARS
JULY 2014
DINTEK Trained Installer Course
St. Francis Suites & Resort
BSA Towers Mandaluyong City
MARCH 2008
Occupational Safety and Health Seminar
Occupational Safety and Health Center
North Ave.
FEBRUARY 2007
2nd IT Conference
PUP Sta. Mesa
DECEMBER 2006
Introduction to Computer Networking
PUP CEAFA Bldg.
APRIL 2007
PLDT MyDSL ( On the Job Training )
España, Manila
APRIL 2007
Finishing Course for Call Center Agents
Asian College of Science and Technology
Carriedo, Manila
SPECIAL SKILLS
Computer Literate
· Intermediate knowledge in MS word, Ms Excel, MS PowerPoint, Windows Operating 
Systems.
2  Knowledge in Computer Troubleshooting
· Average Typing Speed : 45 wpm 
