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MADELINE
 IT ANALYST/IT Professional

OBJECTIVE
To use my skillset in furthering the aims of your company.
PERFORMANCE SUMMARY

Resourceful and accomplished individual with 6 months comprehensive IT Personnel and secretarial experience in fast-paced environments. Diverse tier-one customer care skills as well as exceptional clerical expertise. Very effective in providing administrative support activities compliant to department’s mission and procedures.

PROGRAMS
· SQL

· Oracle
· Java

· Unified Modeling Language (UML)

· SAP Business Software Applications

· Web – based Technologies
· Current Trends

· Evolving Cloud Technology

· Mobile Apps

· Big Data

· Analytics

· Security

· Data Protection

· Microsoft Office Suite 
SKILLS AND KNOWLEDGE ACQUIRED THROUGH EDUCATION
· Broad knowledge of hardware, software and programming.

· Logical Approach to Problem Solving. 

· Methodical, Investigative and Inquisitive mind. 

· Ability to convey technical solutions in a clear and concise manner. 

· Installing and configuring computer hardware systems and IT software.  
· Escalating unresolved problems to others. 
· Taking ownership of problems and tracking them to a successful conclusion.  
· Producing documentation and reports to a high standard. 
· Testing and evaluating new technology.  
· Excellent written and verbal communication skills.

· Business Awareness

· Great presentation, planning and negotiating skills.

· Interested in the way organizational process work. 

· Monitoring IT network to ensure availability to all users.
KEY COMPETENCIES

( Identification and remedy performance bottlenecks in complex systems. 

( Good interpersonal and client- handling skills with the ability to manage expectations and ability to explain in technical detail.
( Prioritize in a fast moving environment. 

( Ability to grasp technical concepts quickly and easily. 

( Give sound advice on technical matters. 

( Accurately follow diagrams and written instructions to repair a fault or set up a system. 
( Flexible to overtime requests. 
PERSONAL SKILLS

(Proactively working as a member of a team. 

( Active questioning & listening skills. 

( Maintaining individual performance targets. 

( Ability to work under pressure. 

( Excellent problem resolution skills. 
( Good communicator at all levels. 

( Work well as a member of a team & in isolation.

 ( Open to different ideas, working practices and culture

EDUCATIONAL BACKGROUND
· Tertiary:



BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY
 2009 –2013, 2014-2015
SAINT LOUIS UNIVERSITY


 SCHOOL OF COMPUTING AND INFORMATION SCIENCES
Baguio City 2600 Philippines

· Secondary
San Isidro School of Abatan Inc. April 2009

Abatan, Buguias, Benguet 

Benguet  2607 Philippines

· Primary
                        Abatan Elementary School April 2005

  Abatan, Buguias, Benguet 

                       Benguet  2607 Philippines

RELEVANT EXPERIENCE
CONSTRUCTION – Mankayan, Benguet, CAR 

Aug 03, 2015 – January 29, 2016
IT PERSONNEL/SECRETARY

· Best leverage my capabilities for the organization.
· Examine correspondence as instructed.
· Acutely aware of the latest technologies.
· Fully aware of the operation of the enterprise.
· Computer systems support.
· Network design and Maintenance
· With interpersonal skills applied in reconciling desperate needs of management technical personnel and end-users
· Receive telephone calls and direct as and where necessary
·  Arrange conferences and meetings along with travel arrangements

·  Maintain schedules and follow ups

·  Organize events both internally and externally

·  Maintain filing and inventory procedures

·  Direct visitors to appropriate staff members

·  Respond to public inquiries
TRAININGS ATTENDED

NATIONAL INSTITUTE OF INFORMATION TECHNOLOGY
INFORMATION AND COMMUNICATIONS TECHNOLOGY (ICT) TRAINING
· Computer Hardware Maintenance and Troubleshooting

February 01 – 06, 2016

·  Adobe Photoshop CS 6
February 08 – 13, 2016

· Audio and Video Editing
February 15 – 20, 2016
I HEREBY CERTIFY that the above information is true and correct to the best of my knowledge and belief. 
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