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RIA
CAREER OBJECTIVE(S):

To have a stable job in an agency/institution where I can apply and share my acquired knowledge and skills in information technology, work experiences and other related fields.
PERSONAL QUALITIES/SKILLS:

· Hardworking and highly committed to work.
· Flexible and has the ability to work in a different environment.

· Work efficiency and effectively under stress and pressure.

· Easy to work with and willing to be train.

· Excellent communication skills (oral and written).
· Good interpersonal skills.

· Good time management skills.

· Computer literate – MS Office Packages especially Outlook, Excel and PowerPoint.
PERSONAL DETAILS:

Date of Birth

: June 01, 1994


Citizenship

: Filipino


Civil Status

: Single


Age


: 21 years old


Religion

: Roman Catholic
EDUCATIONAL BACKGROUND:

· TERTIARY EDUCATION

Bachelor of Science in Information Technology

Isabela State University, Cabagan, Isabela, Philippines
June 2010 – April 2014

· SECONDARY EDUCATION

Delfin Albano High School Magassi – Annex

Magassi, Cabagan, Isabela, Philippines
June 2006 - March 2010

· ELEMENTARY EDUCATION

Balasig Elementary School

Balasig, Cabagan, Isabela, Philippines
June 2000 – March 2006
WORK EXPERIENCES:
· CASHIER/BOOKEEPER
      Companies Philippines

June 04, 2015 – to present
Responsibilities:

· Welcome every customers and provide their wants and needs.

· Ensures that each customer receives outstanding service by providing a friendly environment such as greetings and acknowledging them.

· Making reports and keep documents in safe place.

· Encoding, Printing and Filling documents.

· Promotes and advertise company’s promotions.

· Passing of reports to main office on time.

· Received receipts and amount paid by the customers.
· SALES ASSOCIATE
      Shoe Mart Inc. Philippines

SM Cubao, Quezon City, Philiippines

July 26, 2014 – April 10, 2015
 Responsibilities: 
· Sales Executive may also be referred to as a “Customer Service Assistant” or a “Frontliner.”

· Sells products and a good services to clients. 
· Maintains relationships with clients.

· Listening to customer requirements and presenting appropriately to make a sale.
· Challenging any objections with a view to getting the customer to buy.
· Checking the quantities of goods on display and in stock.
· Recording sales and order information and entering figures into a computer system.
· Reviewing your own sales performance, aiming to meet or exceed targets;
· Gaining a clear understanding of customers' businesses and requirement.
· OFFICE ASSISTANT
(Part-time Job)

Municipality of Cabagan, Isabela
Cabagan, Isabela, Philippines

April 18, 2013 – June 25, 2013
Responsibilities:

· Welcome every customers and provide their wants and needs.

· Promotes and advertise company’s promotions.
· Ensures that each customer receives outstanding service by providing a friendly environment such as greetings and acknowledging them.

· Making reports and keep documents in safe place.
· Encoding, Printing and Filling documents.
SEMINAR/TRAINING ATTENDED:

· ON- THE-JOB TRAINING




Department of Environmental and

Natural Resources Region 02 (DENR)
CarigSur,Tuguegarao City, Cagayan, Philippines
November 2013-February 2014

· NC II(HARDWARE SERVICING)

Isabela State University
Cabagan, Isabela, Philippines
September 2013
CERTIFICATES:
· Certificate in Computer Programming

· Certificate of On-the-Job Training

· National Certificate in Hardware Servicing
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