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CARRER OBJECTIVE:
To work in a company with a culture of quality and excellence and contribute in achieving its goals by sharing what I have learned from my degree and having positive attitudes towards work
KEY SKILLS:

· Software development and Quality software testing.

· Proficient in Microsoft Desktop application software (Word, Excel and Power Point)

· Knowledge in database management
· Personal Computer Troubleshooting
· Networking knowledge LAN/TCP/IP

· Can handle Trainings/Presentation for current system applications.

· Strong skills in time management, prioritizing tasks and meeting deadlines.
· A problem solver who quickly grasp complex situation and turns them into manageable tasks. 

· Proven ability to understand and follow complex instructions to successful conclusions.

· Collaborate in teams to produce quality presentation.

· Excellent in written and verbal communication skills.

· Strong sense for customer service excellence.
WORKING EXPERIENCE:
· GROUP 

HR Assistant/Receptionist (Main Office)
Jobs description: 

    HR Assistant

· Attendance for Head Office Employees.
· Handles Employees Queries on their attendance (Details, Deductions, and Reimbursements procedure) 
· Doing main email replies and updates (Location, Login/Logout) and other queries and update it in their punch details. 
· Finalized attendance during cutoff period.
· Compensatory Off Details Computation.
· Updating attendance related templates/records.
· Medical certificate Filling
                
 Additional Task 
· Handling Salary Certificates/Transfers/NOC’s Request.
· Coordinating with the employee regarding the process.
             Receptionist

· Keeping the office organized. Aim for minimum delay or waiting time for visitors. Greeting, accommodating and assisting guest and visitor.
· Serve as a second level support if there are any complaints both in the area and in telephone line. Receive and Deal with incoming calls in a pleasant and professional manner.

· Manage conference facility’s needs. Handles reception related emails.

· Manage and updates list such as phone directory for office and stores, list of stores (especially newly opened branch) etc. for future references.
· Reliever as Telephone Operator and arranging schedule in reception area and board line if someone is absent. Making sure that there’s always someone attending the area from time to time.
· Making sure that all stationary needs are complete and well managed. Coordinate the repair and maintenance of office equipment in the area.
· Applied customer service and employee satisfaction with quality service for APPAREL.
· FIESTA PACIFIC ASIA INC.

Support Engineer/Implementer and Trainer (HOTEL MANAGEMENT SYSTEM)

April 16, 2012 – June 10, 2013
Jobs description: 
· Perform telephone and On-site support for hotel software maintenance and problem troubleshooting.

            (POS, Front Office, Inventory and Accounting Modules).
· Performed detailed requirement analysis.
· Prepare program design, database, database design, integration specification, and process flow.

· Program integration, program testing, and program documentation.   

· Assists in initial project implementation (software installation, configuration, testing).

· Handles email reply from client.

· Perform remote and chat support.

· Perform Trainings to the new user/clients of software.
· SWEDA SYSTEMS PHILIPPINES INC.

System Engineer/Helpdesk
July 3, 2008 – April 29, 2012
Jobs description: 
· Main Client – JOLIBEE Foods Corporation (with more than 900 branches in the Philippines)
· Provide 2nd level of support on technical issues resolution thru telephone, chat and remote.
· Handles Main Email PC replies from clients, suppliers, partners and others.
· Handles Reports related issues for client’s inventory problems.
· Assist in software installation, configuration and testing (QA).
· Supports network related issue (LAN, Wireless and VPN issues).
· Provide assistance on clients on a 24/7 shift rotation.
ON-THE JOB TRAINING

· MANILA INTERNATIONAL AIRPORT AUTHORITY

PERSONNEL DIVISION and IT DEPARTMENT
MIA Road, Pasay City

January 17- March 14, 2008

EDUCATIONAL BACKGROUND:

COLLEGE             :      CAMARINES SUR POLYTECHNIC COLLEGES 
COURSE                :      BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY

Nabua, Camarines Sur 

 2004-2008 (Degree Completed)
SECONDARY       :      NABUA NATIONAL HIGH SCHOOL

Nabua, Camarines Sur 

2000-2004

ELEMENTARY    :      NABUA CENTRAL PILOT SCHOOL

Nabua, Camarines Sur 

1994-2000
SEMINARS ATTENDED:

· PROFESSIONAL DVT WORKSHOP

SWEDA Systems Phils. Inc.

Overlook Resort and Conference center

August 30, 2008

· ENGLISH PROFICIENCY PROGRAM

Duran Hall, CSPC, Nabua, Camarines Sur

November 13-December 7, 2007
· PhilNITS Review on the Fundamentals of IT

Camarines Sur Trade & Investment Center

Naga City

September 8 – October 21 2007

· 2007 CICT Team –Building Workshop

Alumni Hall, NNHS, Nabua, Cam. Sur

June 7, 2007
· 2006-JOB SEEKING SEMINAR

MPB Seminar Hall, CSPC, Nabua, Camarines Sur

September 27, 2006
· Philippine Youth Congress in Information Technology 2006

University of the Philippine, Diliman Quezon City

September 13-15 2006 UP Theater, UP Film Center, 

PERSONAL INFORMATION:

DATE OF BIRTH       
      :  February 17, 1988

AGE                                     :  27 years old

GENDER                             :  Female

NATIONALITY                  :  Filipino

MARITAL STATUS           :  Single

HEIGHT                              :  5’6


WEIGHT                             :  64 klg

RELIGION                          :  Roman Catholic


I hereby certify that all information stated herein is true and correct to the best of my knowledge and belief.
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