PROFILE / EXPERTISE
· Excellent command in MS Office Package 
· Excellent in PC OS navigation mainly Windows XP, Windows Vista, Windows 7, 8, 8.1 and Mac OS X
· Excellent comprehension skills - Ability to understand and follow instructions.
· Proficient in data encoding with 45 wpm.

· Highly organized individual
· Excellent attention to details or highly analytical.
· Possesses qualities of good team player

· Proficient in computer software navigation and tools handling

· Self-motivated and driven with strong desire to excel

· Upbeat and active personality - assertive and confident
· Can skilfully communicate in oral and written manner mainly in English
WORK EXPERIENCE
Optical LLC (U.A.E)

November 2014 – February 2016

Data Entry Specialist / Assistant Storekeeper / Admin Assistant

· Input/enter inventory items in the system for easy management.

· Checks materials and supplies and reports when stock is low. Receives and unpacks materials and supplies.
· Familiar with standard concepts, practices, and procedures within a particular field.

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management and data entry.
· Run company’s errands like office supply store
· Prepare and modify documents including correspondence, reports, drafts, memos and emails.
Convergys Philippines

August 2013 – February 2014
Admin Support – Back Office
· Follows team's defined process and procedures and company policies

· Ensures that required information is logged into central information system pertaining to customer information.
· Support sales staff in handling and documenting customer accounts.

· Organization of daily tasks
· Gather and generate individual and team reports (daily, weekly, monthly)
· Assist with accounting staff in maintaining asset inventory records for the production floor.

· Does document archive, document imaging and maintenance of document.
Teleperformance Philippines

February 2013 – August 2013

Back Office Support
· Provides administrative support from front office to the clients and proactively anticipates his/their varied needs. 
· Assist with various forms of correspondences, submissions, spreadsheets and others;

· Manage calls for the client/s such as answering incoming telephone calls, screens call, and refers to proper manager for handling. Assist directly with routine inquiries

· Promptly screen and distribute incoming email, responding where appropriate.

· Develop and maintain well organized filing system for confidential, personal and business files as needed and required by the client/s.

· Ensures that all required documentations, files and the likes are prepared as well as issued in a timely and accurate manner.
· Contacts or follows up sources of information via email and phone.

· Include some tasks involving research on the internet.
Solutions Inc.






January 2011 – February 2013
Technical Support/ Service Agent cum Office Admin Assistant 
· Orders of service may be received via e-mail, telephone, or other relevant sources.
· Enters orders into system pursuant to individual order characteristic requirements.
· Answers incoming customer calls or e-mails to fulfil requests for information and resolution of basic/standard issues or sales inputs within the defined SLA.

· Completes outbound calls in order to follow-up on questions or concerns.

· Researches and confirms product availability and pricing to requestor.
· Conducts basic to moderate level research aimed at resolving problems (i.e. customer service issues), presenting solutions, and providing status updates for customers, managers, and/or more senior level sales reps.

· Assists sales team with administrative duties as assigned

· Ability to process orders independently.

· Shares knowledge and experience with team mates independently, in huddles and meetings.

· Identifies cross selling opportunities and advises customer on these options.

· Ability to navigate through the various support departments within IM to execute the customer's needs 
Freelance Laptop/Desktop Technician





2006 – Present
· Installing hardware systems for replacement or building computer system from the ground up

· Maintaining or repairing equipment/peripherals.
· Troubleshooting a variety of computer issues mainly in windows platform
· Configuring computer networks using routers and switches
· Offering technical support on-site or via phone or social network sites
Imarflex Battery 
Mfg. Corp.





June 2005 – June 2007
Warehouse Assistant

· Documentation of manufactured batteries through inventory

· Data Entry of old and new batteries

· Inventory of warehouse assets along with manufactured and distributed batteries.
EDUCATION 
Vocational

MANDALUYONG MANPOWER DEVELOPMENT CENTER (TESDA ACCREDITTED)
Computer Hardware Technician
:
January – June 2011 (Certificate holder)
Office Automation/Administration
:
September – December 2004 (Certificate holder)
Information Technology
:

May – August 2004 (Certificate holder)
Tertiary

JOSE RIZAL UNIVERSITY


Bachelor of Science in Information Technology

Year


:

2007 – 2012 
SEMINARS / CERTIFICATE

· Informatics Computer Literacy Seminar
SM Megamall

May 2011
· TESDA Certificate of Competency (Data Encoding)

Mandaluyong Manpower Development Center
December 2004
PERSONAL DATA

Age

:

31 years


Date of Birth
:

February 6, 1985
First Name of Application CV No: 1704108
Whatsapp Mobile: +971504753686 
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