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‍‍Vanda Kathlea De Lima Codia           
                    
Al Safa Building, Al Fahidi, Bur Dubai |  | vandacodia_16@yahoo.com
Objectives

1. To continue my career with an organization that will utilize my management, supervision & administrative skills to benefit mutual growth and success;

2.  To secure a position in an environment that offers a greater challenge, increased benefits for my family, and the opportunity to help the company advance efficiently and productively;
3. To look for a new experience in a different working environment that will enable to develop my personality in working with various nationalities.

Education
bs information technology | june 2010 | bicol university, LEGAZPI CITY, ALBAY PHILIPPINES
· Major: Computer Programming
Skills & Abilities
TECHINICAL SKILLS:

· Computer Programming using Linux, Windows ,Ubuntu

· Languages: Java, C, C++, Python, Pascal
· Database Programming: MySQL, PHP

· Proficient in Microsoft Office Suite

· MS Word, PowerPoint, Excel, Outlook

Management
· Finish work in limited time
· Implement  Strategic Planning in Work
· Punctual and value people’s time
· Self-motivated, hard-working individual

· Fully committed to providing the highest possible standards of customer service and support

· People oriented; enjoy working directly with customers and the general public
Communication
· Excellent written and verbal communication skills

· Writing creative or factual
· Empathic listener and persuasive speaker
Leadership
· Possess strong commitment to team environment dynamics with the ability to contribute expertise and follow leadership directives at appropriate time.
· Thrive in a team environment and work well with others
· Enjoy working as a team member as well as independently
Experience
customer service staff | onehalf staffing solutions | august 18-2014 – FEBRUARY 15, 2016

· Have been given data entry tasks, create and update reports, handle phone and emails queries.
On- the job trainee | Tabaco city police station | july 1, 2013 –september 17, 2013
· Required to develop a fully operational Crime Monitoring and Personnel Information System for entire police station in Tabaco.
summer job trainee| tabaco city water district |april 20, 2010- may 20,2010

· Worked as a Clerical Aid in the office- create reports and compile office files
Seminars Attended

10th philippine youth congress in information technology
· University of the Philippines , Diliman Quezon City, Philippines| September 11-12, 2012
seminar-workshop on business communication
· Asenso Hall Legazpi City, Philippines | February 25,2014
Personality development: coping up with college life

· Bicol University College of Science, Philippines| November 13, 2012
Personal Information

Birthday: September 16, 1993
Nationality: Filipino
CIVIL STATUS: Single

LANGUAGES: English, Filipino, Bicol

VISA STATUS: Visit Visa

HOBBIES/ INTEREST: Reading, Writing essay, Jogging, Zumba dance, Cooking,

Character References:
Sandra cattermole

· Customer Service at JLS Express Australia

Georgie lita

· Customer Service Department Head

· Onehalf Staffing Solutions, Philippines

I hereby certify that the above information are true and correct to the best of my knowledge and belief.

VANDA KATHLEA D.CODIA
Applicant
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