	
	


OBJECTIVES

· A position where there is a need for a variety of office management tasks including – computer knowledge, organizational abilities, business intelligence, database program use and developing new strategies to increase productivity.
WORK EXPERIENCES
March 2003 – December 2015     retail specialist, inc.   

Makati City Philippines 
  

 Distributor of Lacarcel, Don Algodon, Bossini, Florsheim and Naturalizer 

* Clothing and footwear brands in the Philippines*

Management Information Technology (M.I.S STAFF)


DATABASE MAINTENANCE
· Receiving stocks from supplier s and create database for outlet/branch distribution.

· Responsible of maintaining database in Point-of-Sales system in retail shops. 
· Train/orient store personnel on how to use POS and its policies.
· As preventive maintenance, take scheduled backup of database files to ensure minimum data lost. 
· Create variances and adjustments reports during stock inventories.

· Create Stock on Hand and Sold Out reports and maintains merchandise masterfile.
· Sales data loading for Systems, Applications and Products (SAP)

· Do script processing for staff sales commissions.
COMPUTER TECHNICIAN
· Responsible for computer maintenance and technical support.
· Troubleshoots, diagnose computer problems and fix application issues (Hardware and Software).

· Maintains computer efficiency and diagnose computer errors to come out with necessary actions to certain problems that happened in the area.
· Install necessary Software applications (Operating Systems, Office applications, Anti-virus, Software Drivers and Network applications).

· Configure network and internet connections.

· Make incident reports and give recommendations for solutions and actions.

· Sets up computer and data program for monthly inventories of stores/outlets.

· CCTV installation and configurations.
June 2000 – October 2000


rhine personal computers inc.                         Cagayan de Oro City     
  
On-Job-Training - Computer Technician

· Assigned to do troubleshooting and minor computer hardware repairs.
· Assigned to do PC assembly and installation of software.
· Trained to assist and convince customers to buy products and increase sales.

· Oriented with selling techniques and customer service ideas.
ELIGIBILITY AND LICENSES
Eligibility
	
	Date of Examination
	Rating
	Place of Examination

	· Civil Service Professional
	June 04, 2002
	83.24 %
	CSC – 07 (CAT)

	· Civil Service Sub-Professional
	November 26 1998
	88.45 %
	CSC – 10 (CAT)


SEMINARS ATTENDED

	Conducted
	Date
	Conducted by/ Location

	· Managing PC Structure and Assembly

· Common Techniques in PC Troubleshooting
	Jun 04, 2002
	PhiCE’s – LDCU Chapter

Liceo de Cagayan University

	· MS Windows Installation and Management
	Nov 26, 1998
	PhiCE’s – LDCU Chapter

Liceo de Cagayan University

	· Network Cabling System Administration
	Nov 12, 1999
	PhiCE’s – LDCU Chapter

Liceo de Cagayan University


EDUCATIONAL ATTAINMENT


COLLEGE

October 2000
Liceo de cagayan university                                          
 Carmen, Cagayan De Oro City, Philippines 


Bachelor of Science in Computer Engineering            

SECONDARY

March 1994
maigo school of arts and trades                          Poblacion, Maigo, Lanao del Norte, Philippines

Major in Electricity


            

PRIMARY

March 1990
Balagatasa elementary school                          Balagatasa, Maigo Lanao del Norte, Philippines

Bachelor of Science in Computer Engineering
SKILLS AND ACTIVITIES
· Basic knowledge in MSSQL

· Microsoft Office applications

PERSONAL DATA

            Place of Birth
  : Maigo, Lanao del Norte, Philippines

            Date of Birth
  : September 27, 1977
            Religion

  : Roman Catholic


Language Spoken: Tagalog/Filipino, English

First Name of Application CV No: 1672080
Whatsapp Mobile: +971504753686 
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