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OBJECTIVES
Seeking a position in which I can adapt my knowledge and skills and learn wider experience on my work.

PERSONAL DATA

	Age: 
	23

	Date of Birth: 
	Sep 28, 1992

	Gender: 
	Male

	Civil Status: 
	Single

	Height: 
	162 cm

	Weight: 
	70 kg

	Nationality: 
	Filipino

	Religion: 
Language Spoken:
	Islam
English, Tagalog

	
	


WORK EXPERIENCE

	I have been working for 1.0 year(s).

	1.
	Position: 
	Office Clerk

	
	Duration: 
	Feb 4, 2013 - Feb 7, 2014 

	
	Company: 
	Phil am life Insurance Company

	
	Location 
	Don Andres Ipil, Zamboanga Sibugay

	
	Job Description: 
	· Compiles records of insurance policies covering risks to property and equipment of industrial organization.
· Prepares vouchers for payment of premiums and verify that payments have been made.
· Fills data on renewal policy applications and forwards applications to insurance company.
· Compiles statistical data for reports to insurance company and departments in organization.
· Encoding Business Proposals.
· Disseminating details through phone fax and e-mail.
· Prepare meeting agendas, attend meetings, and record and transcribe minutes.
· Troubleshoot problems involving office equipment, such as computer hardware and software.

	
	
	

	
	
	


	          Position:                   Office boy

	          Duration                   April 12, 2014 – April 14, 2016

	

	

	          Designation:             Borouge

	          Job Description:     
· Maintaining and devising office systems, data management.
· Monitoring the use of equipment and supplies within the office.
· Assisting other administrative staff in wide range of office duties. 
· Receiving mail & filling documents.
· Deliver messages and run errands.


	


EDUCATION

Tertiary:           Philippine Technological and Marine Sciences

                            Ipil, Zamboanga Sibugay, Philippines
Course:             Bachelor of Sciences in Information Technology



                            (2009-2013)


Secondary:      Dr. Aurelio Mendoza Memorial Colleges

                           Ipil, Zamboanga Sibugay, Philippines

                           (2005-2009)
Primary      :      Dr. Aurelio Mendoza Memorial Colleges

                            Ipil, Zamboanga Sibugay, Philippines

                           (1999-2005)
LICENSES/CERTIFICATION

                 Licenses/Certification:                                                                               Date:

National Certificate II in Computer Hardware Servicing                                   Feb. 28, 2013 

Certificate of Appreciation                                                                                     Jan. 08, 2015
(Exemplary Behavior and High Work Standard) 
SKILLS
	· Have knowledge in computer troubleshooting as well as database, spreadsheet, word processing, e-mail and desktop publishing applications.
· Knows how to operate a Xerox machine, Fax machine and printer.
· Knows how to communicate both orally and in writing.
· Hardworking, flexible, patient, confident and committed in working & with other people
· With high sense of responsibility
· Fast learner and with good interpersonal and organizational skills
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