MARGARET D.
Nationality: Filipino(Philippines)
Status: Single

Date of Birth: March 5, 1984

Home Address: Electra Abu Dhabi UAE



ON-THE-JOB- TRAINING

December 2003 to March 2004

Tigaon, Camarines Sur, Philippines

· Filing of documents 

· Assisting COMELEC officers with their daily routine tasks.

· Encoding and updating list of active voters

· In-charge of circulating memorandum and announcements

· Scanning and photo copying of files

22nd Infantry (VALOR) Battalion (CADRE)

Part Time Data Encoder/ Office Assistant (Working Student)






9th Infantry Division, Philippine Army
Camp Canuto, Brgy.Sagurong, Pili, Camarines Sur, Philippines

August 1, 2004 to April 30, 2005

· Updating files of the active members of CAFGU

· Assisting Battalion Head’s on checking their daily attendance

· In-charge to secure the 201 files of the CAFGU
MBV MB VERSOZA INCORPORATED Engineers Consultant and Contractors
Data Encoder

Tigaon, Camarines Sur, Philippines


October to December 2012

· Restoring their old files and updating

· Assisting some clients and customer

· Going telephone marketing with some prospect clients and customers

· Handling the incoming phone calls of the company

Ashber Computer Shop

Data Encoder

Tigaon, Camarines Sur, Philippines

Since Dec. 2013 till present 
· Encoding some data

· Assisting the Costumer how to use the computer

· Assisting the customer how to play  computer games

College Degree




Bachelor of Science in Computer Science

Computer Communication Development Institute

Goa, Camarines Sur, Philippines

Year Graduated 2005
Second Course 2013


Education Modular Approach Program (EMAP)

University of Perpetual Help System Laguna

Sto. Niño, Biñan, Laguna, Philippines

I certify that the above information is true and correct to the best of my knowledge and belief.
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OBJECTIVES:  To work with an organization where I can continuously learn in the pursuit of achieving functional excellence, thus getting maximum job satisfaction and optimum career growth.





QUALIFICATIONS:





Customer service skills


English communication skills in both verbal and written


Computer literate (MS Word, MS Excel, Power point, Internet)


Strong interpersonal and customer relation skills.








WORK HISTORY





EDUCATION 








