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Objective
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To obtain a position that will enable me to apply my two years experience in corporate management, administrative skills and technical skills.

Professional Experience

Technologies LLC
Dubai, UAE
Sales Administrator (February 2016 – May 2016)
Handle the tasks of indoor selling computer hardware as well as peripherals to corporate sector and dealers 
Maintain and establish relationship with current client and potential clients 
Maintain a record of invoices and LPO files using suitable and appropriate references. 
Highly efficient in use of Microsoft Outlook, Excel and Word. Handle large amounts of paperwork and data. 
Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities. 
Communicate clearly with work colleagues using emails etc. Handle petty cash, floats and expenses. 
Continually meet and exceed the operational and administrative expectations of employers. 
Provide accurate administration of all paperwork generated at Office level. Find and obtain information and documents quickly. 
SerigraFix Digital Printing
City of San Fernando, La Union 2500, Philippines
Technical Assistant (Sept. 2015 – January 2016)
Prepare in designing, inventory of sales and maintaining MS EXCEL Systems Multitask to run many different machines at one time 
Complete all paperwork necessary for completion of orders 
Troubleshoot problems and repair printing machines when needed 
Prepare financial reports for supplies used and supplies needed, maintaining a strict budget when possible 
LORMA COLLEGES - Administration Building
Carlatan, City of San Fernando, La Union 2500, Philippines
DOCUMENT CONTROLLER / Administrative Assistant (June 2015 – August 2015)
Classify files depending on their content, purpose and user criteria. 
Maintain a record of the incoming and outgoing files in the school and store them using suitable and appropriate reference codes. 
Maintain index records of the location of the files in electronic format for easy access. 
Update file records and create new records if necessary. 
Find and retrieve information from files in response to requests from authorized users. 
Perform general office duties such as typing, operating office machines and sorting documents. 
Dispatch documents to concerned person and ensure receiving them. 
INSYSTECH
City of San Fernando, La Union 2500, Philippines
Computer Technician / Technical Sales Representative (Oct. 2013 – May 2015)
Handle the tasks of selling computer hardware as well as peripherals to corporate sector and dealers 
Maintain and establish relationship with current client and potential clients 
Update with shipping schedules and delivery of merchandise goods and services 
Monitor software and hardware issues including troubleshooting network problems Fix the schedule to install hardware, software and operating systems. 
Explain and resolve processing problems of the end users. Experience in Windows XP to 7 upgrade. 
Basic network troubleshooting 

On-the-Job Trainings

PLDT La Union Cable Landing Station
Baccuit Sur, Bauang, La Union 2500, Philippines
Technical Assistant (March 2012 – May 2012)
Network Configuration 
PC/Laptop Troubleshooting 
Hardware and Software Installation Printer Troubleshooting 

Education

Lorma Colleges
Carlatan, City of San Fernando,
La Union 2500, Philippines
June 2008 – March 2013

Personal Data
	Nationality
	: Filipino

	Birth date
	: Jul 17, 1991

	Civil Status
	: Single

	Languages
	: English & Tagalog
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