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_____________________________________________________________________________________________
Objective:
To  secure  a  position  where  I can  efficiently  contribute  my  skills and abilities  for  the  growth  of  the  organization  and  build  my  professional  career.
SKILLS AND TRAINING:
· Software Development.
· Coding & Scripting.
· Ability to work unsupervised.
· Applications: Microsoft  Office  Suite, Internet  explorer, Paint  Shop  Pro.
· Operating  System: Unix, Windows  NT, Windows  XP.
· Experienced  in  data  entry  activities  and  associated  software.
· Proven  ability  to  prepare  reports  and  spreadsheets.
· Computer:MS  Excel,Word  and  Powerpoint.
· Customer Service Skills.
WORK EXPERIENCE:
NUTRIVA Company                         
Office  Clerk         
Aug 10,2011-Aug 10,2012 
Duties  and  Responsibilities:
· Perform  clerical  duties  including  filing and inventory.
· Communicate  with  customers  in  order  to  provide  general  information.
· Sort  and  distribute  incoming  mail.
· Operate  office  machinery  such  as  copier  and  fox  machine.
· Type  and  proofread  outgoing  correspondence.
· Perform  additional  general  office  duties  such  as  assisting  staff  with  thier  specific  work when required.
Arabian Restaurant
Waiter     
Sept 14,2012-Sept 14,2014
Duties  and  Responsibilities:
· Taking orders.
· Seating customers to their tables.
· Explaining the menu and specials to the customers.
· Serving food.
· Providing good customer service.
· Taking drinks orders.
· Providing recommendations.
EDUCATIONAL BACKGROUND:
TESDA-Electron Training Center
March  2014-May  2014
Training in computer science for 2 months
Aklan State University
June  2007 – March 2011                                     
Bachelor  of  Science  in  Computer  Science
PERSONAL INFORMATIONS:
Visa Status:Visit Visa
Age:25 yrs.old
Birthday:April 14,1990
Nationality:Filipino
Religion:Roman Catholic
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