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To be part of a prestigious and stable company that provides its employees an environment for opportunities to grow professionally and personally productive, recognizes good performances, communicates openly, encourages teamwork, and commits to the highest standards of service.

PERSONAL PROFILE:


English

QUALIFICATION and SKILLS:


· Ability to work independently and under pressure, fully adaptable and positive to different working environments.
· Strong and effective communication skill with dynamic training management abilities.
· Fast learner and self- motivated, with professional attention and commitment to work and detail.
· Can handle pressure and company deadlines
· Can speak, write and have a very good English
· Computer literate
· Microsoft Word, Microsoft Excel, Outlook, Power Point
· Data Entry and Controlling
· Knowledge in Basic Electronics
· Customer Relation
· Office or Clerical Works
COMPANY HISTORY:


Company
ACS A Xerox Company – Atos

Position
IT Help Desk Analyst

Duration
June 24, 2013 – October 12, 2015

JOB DESCRIPTIONS and RESPONSIBILITY:

· Handled an American account which is known as Aetna. Aetna is a company that handles health insurance for Americans.
· Assist all incoming calls from Aetna employees
· Filing documents for future references, then all documents are filled up in a form and tender it, have it ready for submittal or transmittal to main office of the company.
· Arrange material technical submittals & transmittals
· Developing quality assurance,
· Ensuring smooth operation when it comes to costumers’ internet connection and computer applications
COMPANY HISTORY:


Company
24[7] Customer Philippines

Position
Technical Support Representative

Duration
October 12, 2009 – June 15, 2013

JOB DESCRIPTIONS and RESPONSIBILITY:

· Handled an American account (Time Warner Cable Company) and Australian account (‘Yes’ Optus Communication Company)
· Assist all incoming calls from Aetna employees
· Filing documents for future references, then all documents are filled up in a form and tender it, have it ready for submittal or transmittal to main office of the company.
· Arrange material technical submittals & transmittals
· Developing quality assurance,
· Ensuring smooth operation when it comes to costumers’ internet connection and computer applications
COMPANY HISTORY:


	Company
	Teletech Management, Philippines

	Position
	Technical Support Representative

	Duration
	February 17, 2007 – September 30 2009


JOB DESCRIPTIONS and RESPONSIBILITY:

· Handled an American account (AT & T DSL Internet Services)
· Assist all callers for their computers and internet connections
· Help the customers with email setup and Microsoft Office applications such as Microsoft Word, Microsoft Excel and Microsoft Outlook and Outlook Express,
· Assist the customers with their Mac OS computers to setup their internet and Mac Mail as well. I assess their internet needs to see if they can get or have a higher internet service for a fair amount.
· Documentation of the customer’s account for future reference,
· Arrange material technical submittals & transmittals
· Developing quality assurance,
· Ensuring smooth operation when it comes to costumers’ internet connection and computer applications
COMPANY HISTORY:


Company
Division of City School, Quezon City, Philippines

Position
Property Custodian

Duration
May 9, 2002 – June 30, 2004

JOB DESCRIPTIONS and RESPONSIBILITY:

· Inventory of all school equipment and its buildings.
· Make and submit reports for the school principal and to the Division of City Schools.
· Categorized the recommendation for replacement,
· Ensuring all properties are in system, set and ready for distribution
· Arrange material technical submittals & transmittals
· Distributes all supplies
COMPANY HISTORY:


Company
COMPEX Interntional, Inc. Philippines

Position
Computer Sales Technician

Duration
March 27, 2001 – December 11, 2001

JOB DESCRIPTIONS and RESPONSIBILITY:

· Make and submit reports
· Data encoding of all items to be sold and tested
· Documentation and Arranging of materials technical submittals & transmittals
· Categorized the recommendation for replacement, then all documents are filled up in a form and tender it, have it ready for submittal or transmittal to main office of the division.
· Ensuring all properties are in system, set and ready for distribution
· Arrange material technical submittals & transmittals
· Troubleshoots the damage items
· Store inventory
EDUCATIONAL BACKGROUND:


COLLEGE
:  Computer Systems Technician, AMA Computer Learning Centre

SECONDARY
:
Colegio De San Pascual Baylon

