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Emman 
CAREER OBJECTIVES:

To obtain a position utilizing IT support, troubleshooting and data analysis and to further develop my knowledge and skills in different works and procedures. I will work hard as I could, with full of honesty and dignity. 

ACADEMIC QUALIFICATION:
· Graduated Bachelor of Science in Information Technology

Quezon City Polytechnic University (2008-2012)

WORK EXPERIENCE:

· IT STAFF / DISTRIBUTOR INFORMATION POINT PERSON - JR&R Distributors Inc. 
232 Baesa Industrial Terminal Quirino Highway Quezon City, Philippines (July 2014 –May 2016)
· Basic troubleshooting of IT related issues, and resolving them wherever possible.

· Procurement of devices and other peripherals.

· Providing IT support to users within the office (Desktop, Laptop, Printer, Internet connection)

· Generates daily, monthly, fiscal year Sales Report and other reports and tracking for all branches.
· Provide system administration, maintaining master data like products, sellers and customers.

· PROJECT SPECIALIST - Serendipity Service Cooperative 
Unit 5, 3rd floor Lemon Square Bldg. Muñoz Quezon City, Philippines (November 2012 – July 2014)

· Served as one man team in handling two Accounts (Digiwave Solutions Inc. and Columbia International Food Products Inc.)
· Creates payroll, mandatory benefits, 13th month pay  for employees and billings for accounts
· Computes and distributes compensation for employees
· Submits billing and collection
· Conduct Initial interviews, orientations, due process and serve memorandum to employees
· OJT at Lung Center of the Philippines – Property Department (2012)
· First level Technical support in IT related issues in the department

· Encodes purchase orders

· Other clerical works
TECHNICAL SKILLS:
· Microsoft technologies including: 
· Microsoft office (Excel, Word, PowerPoint, Access)
· Programming ( Visual Basic, VB.net, SQL Server)
· Operating System (Windows XP, Vista, 8, 10, Windows Server 2008, Mac OS)
· Computer trouble shooting and Networking

· Software packages: 

· Adobe Photoshop, Adobe light room, Adobe Illustrator
· Corel Video Studio
ACHIEVEMENTS:

· Full Scholar of Scholarship and Youth Development Program (SYDP)
Quezon City Polytechnic University

· Consistent Honor Student in Elementary

Leopoldo B. Santos Elementary School and Ubojan Sagbayan Bohol Elementary School

SEMINARS ATTENDED:

· SSS Benefits and loans seminar

November 7, 2012 at Serendipity Service Cooperative

· Hypermedia technologies

March 12, 2012 at Quezon City Polytechnic University

· Bluetooth wireless technology Seminar

February 29, 2012 at Quezon City Polytechnic University

PERSONAL INFORMATION:


Birth Date: November 29, 1991
Place of Birth: Tagbilaran Bohol, Philippines

Nationality: Filipino

Age: 24yrs old

Civil Status: Single
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