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OBJECTIVE: 
To look for a Job which includes IT, Graphic Artist, Document Controller, Administrative job 
such as Secretary, Receptionist or Purchasing.

EDUCATIONAL BACKGROUND

College

:
New Era University




Diliman, Quezon City





1993 - 1998



Course
:
BS Electronics and Communication Engineering
WORK EXPERIENCES ABROAD:
* Employer

: 
Whiteyoung Qatar W.L.L.  

12th & 13th Floor Jaidah Tower, Doha Qatar, P.O. Box 3784
+974 4432 4351/ +974 4442 6292

* Position

: 
IT /Document Controller




* Period covered 
: 
January 2011 up to November 30, 2011
Duties & Responsibilities

Weekly Back up for the server using Symantec Software in Window Server 2003, participate in the development, implementation, installation, and testing of applications software from Windows, AutoCAD, 3D Max and various Designing Softwares. Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.
Using ACONEX for online document management.
* Employer

: 
Danat Qatar L.L.C.  (Al Fardan Gardens 4)

Al Halul St., Abu Hamour Doha Qatar, P.O. Box 23763

+974 4421 6095
* Position

: 
Secretary / Receptionist




* Period covered 
: 
October 8, 2008 up to December 30, 2010
Duties & Responsibilities

Handling a Compound with One (1) Clubhouse and Fifty Two (52) Villas. Prepare and manage correspondence, reports and documents, organize and coordinate meetings with the Tenant, Contractor or with the Higher Management. Take, type and distribute minutes of meetings, implement and maintain office systems, maintain,  schedules and calendars, arrange and confirm appointments. Communicate verbally and in writing to answer inquiries and provide information

WORK EXPERIENCES LOCAL (PHILIPPINES):
* Employer

: 
 

* Position

: 
Technical Officer




* Period covered 
: 
September 2014 up to March 31, 2016

Duties & Responsibilities

Providing technical direction for the development, design, and systems integration for client engagement from definition phase through implementation of the team, appliying significant knowledge of industry trends and developments to improve service to our clients, keeping the owner well informed of status of development effort, ensures technical teams are all contributing, performs code reviews and mentors junior technicians. 

Manages technical resources within budget and project schedule and consistently delivers high-quality services to our clients. 

* Employer

: 
First Residences Corporation  

1558 J.P. Laurel St., San Miguel Manila

+632 735 3535 / +632 735 5757

* Position

: 
I.T. Supervisor/Purchasing Engineer




* Period covered 
: 
February 2012 up August 2014

Duties & Responsibilities

Monitoring and maintaining technology for maximum access, which includes: Connecting and setting up hardware, ensuring technology is equipped with the latest hardware and software and is accessible where the main activities are. Performing any other IT related duties during working hours and when necessary sometimes after hour on-call work. 

* Employer

: 
Classy Glassy

48 Jose Bautista Avenue, Caloocan City
* Position

: 
IT/Graphic Artist
* Period covered 
: 
February 2008 up to September 2008
* Duties & Responsibilities

Developing design briefs by gathering information and data to clarify design issues, keeping abreast of developments in IT, particularly design programs. Working well in a team, with printers, copywriters, photographers, other designers, account executives, website designers and marketing specialists and working to tight deadlines. 

* Employer

: 
Digital Paradise Incorporation (Netopia Internet Café)
6th Flr. Center. Point Building

Ortigas Ctr., Pasig City 1600

* Position

: 
Supervisor
* Period covered 
: 
March 2000 to January 2008
* Duties & Responsibilities

Handled the setup, installation and configuration of Operating System used, word processing related programs, internet related programs, fully updated network games, antivirus program, DSL/Dialup internet and Router Configuration, Server/Client configurations of the following branches:
· SM Manila  – 72 units, Ever Grand Central - 47 units, Araneta Square –  30 units, Malabon – 43 units, Taft Centrale – 43 Units

* Employer

: 
Greats Electronic and Computer Services




Maceda St., España Quiapo




Metro Manila
* Position

: 
Service Technician
* Period Covered      : 
June 1999 to November 1999
* Duties and Responsibilities:

Computer and Printer Repair, Troubleshooting and Maintenance. Office Equipment repair such as Fax Machines, Electronic Typewriter, Electronic Calculator etch.
* Employer

: 
Sony Solid Laguna Corporation




Light International Industrial Park (LIIP)

Biñan Laguna

* Position

:
Project Employee / Machine Operator
* Remarks

: 
Finished contract

* Period Covered
: 
April 1998 to May 1999 

* Duties and Responsibilities


(Sony Television, Radio, VCD etch.)  Assembly, VHS Recording, CD Recording.

TECHNICAL SKILLS:
*Extensive knowledge of the following:

· Windows 95/98ME/2000/XP/2003, MS Office 97/2000/XP/2003, Adobe Photoshop, Corel and AutoCAD, Computer software and hardware troubleshooting, installations, repairs and  maintenance.Video Editing using ULEAD Visual Studio.
PERSONAL DATA:

DATE OF BIRTH
: September 4, 1976
BIRTHPLACE

: Fabelya Hospital, Manila
CITIZENSHIP

: Filipino


HEIGHT
          
: 5’4”
CIVIL STATUS

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

NOLY 
Applicant
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