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OBJECTIVE

To be able to contribute towards the company’s success that will help enhance my skills and knowledge in the industry for career development.

EDUCATIONAL ATTAINMENT

COLLEGE
· STI College Caloocan



357 GM Sandoval Bldg., 10th Ave. Caloocan City, Philippines


Bachelor of Science in Information Technology






2009-2013

HIGH SCHOOL
· Caloocan High School



10th Avenue Caloocan City, Philippines


2005-2009

SKILLS

· Proficient in Microsoft Office Applications
· Interpersonal, Interactive, Fast Learner, Analytical and Self Motivated

· Flexible, dynamic and dedicated with well-structured goal.

· Hardworking, highly organize and trustworthy.

· Ability to handle customer service and troubleshoot kindle fire tablets 
· Proficient in graphic designs applications
· Proficient in HTML and webpage designs
WORK EXPERIENCE
Concentrix

8th Floor, SM Cyberwest, North Ave, Quezon City (Philippines)

· Customer Care Specialist / Mayday Tech Adviser for Kindle FireTablets
· Telesales
BPO Industry (Amazon.com) (1 year & 3 months)
August 14, 2014 – November15, 2015

Job Description

· Handle customer inquiries and problems on order

· Troubleshoot kindle and fire tablets 

· Assist customer quickly by accessing their  device through mayday screen sharing

· Guide customer through any feature on the device by drawing on the screen

· Walk customer through on how to do something on their device. 
McDonalds Jackman, Monumento (Philippines)
· Service Crew/Crew Chief

September 1, 2010 –  April 23, 2014 (3 years and 7 months)
Job Description

· Able to define and demonstrate all the roles and responsibilities of a Crew Trainer
·  Meet the store’s needs
· Greet customers, take and assemble orders and receive payments
·  Clean restaurant according to the restaurant’s sanitation procedures and policies
·  Cook and prepare food for packing or serving
· Check equipment to ensure it is working efficiently
· Back up crew members in the event of absences and work overload
· Check food and supplies stock and maintain inventory
· Off load trucks and move raw materials and supplies to appropriate and designated places
· Assist new crew members with on job training
· Trains new hire crews 
National Youth Commission of the Phillipines
Banawe, Quezon City (Philippines)
· Administrative Staff / Receptionist
            August ,2008 – August ,2010 (2 years)
Job Description

· Excellent customer service skills

· Assisting with all aspects of administrative management, directory maintenance, logistics, equipment inventory and storage

· Managing inventory of assets and supplies, sourcing for suppliers (vendors) and submitting invoices

· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems

· Scheduling and coordinating meetings, interviews, events and other similar activities

· Sending out and receiving mail and packages

· Preparing business correspondence, typically using Microsoft Office (Word, Excel, PowerPoint, Access, Outlook)

· Sending faxes

· Managing files

· Address resident concerns in accordance with company policies

· Performing multifaceted general office support

· Sending and receiving forms for the company

· Answering the phone

· All day-to-day operation matters

· Operate a range of office machines such as photocopiers and computers

Special Awards


STI College Caloocan (Philippines)
· Dean’s Listers Awardee

Caloocan High School (Philippines)
· Play Production Drama Fest Best Production Manager

· Consistent Honor Student
RESEARCH PAPERS AND PROJECTS HANDLED

Freshmen Qualifying Assessment With DSS Technology for STI College Caloocan


(IT SPECIAL PROJECT/THESIS)

· The Freshmen Qualifying Assessment is a system that helps incoming students of STI Caloocan to decide on the course they are going to take based on their personality and to afford a college education by means of providing a scholarship examination where in they can avail tuition fee discount.

PERSONAL INFORMATION:


Date of Birth
:
February 5,1992

Place of Birth
:
Manila, Philippines
Height

:
5’4

Weight
:
60kg
Nationality
:
Filipino

Visa Status
:
Tourist Visa
