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RHEA 
	


OBJECTIVE:

To be a part of an environment where I can apply and utilize the knowledge that I have acquired at the same time develop my intellectual capability with matters that are unfamiliar to me.

WORK EXPERIENCE:
November 2014 – May 2015

Office Staff







Nasugbu, Batangas, Philippines
JOB DESCRIPTION:

· Encoding the amount of withdrawals made with the Collector’s Report and state actual collection and reason for variances, if there are any.

· Prepare Collector’s Report with target collection.

· For personal withdrawals, prepare personal withdrawal forms to be signed by the pensioner acknowledging receipt of change.

· Operates a variety of office machines including a personal computer and various computer software, fax, scanner, and photocopying machine.  

· Perform other duties as maybe assigned from time to time.

June 2014 – October 2014

Admin Assistant





Special Projects, FMMO, BatStateU ARASOF







Nasugbu, Batangas, Philippines
JOB DESCRIPTIONS:

· Encoding and filing documents
· Practicing AutoCAD on some uncomplicated projects
· Conduct inspection of construction site
CAPABILITIES:

· Good Communication Skill.

· Knowledge using the Internet.  

· Knowledge with the use of the following computer applications: 

· Microsoft Word 
· Microsoft Excel  

· Microsoft PowerPoint   

· Computer Software/Application Installation.  

· AutoCAD

· Knowledge with use of the following Program Language:

· Java

· Turbo C++/C

· VB 2005/2008 
· QGIS
EDUCATIONAL BACKGROUND:


Bachelor Degree (SY: 2008-2013)


Batangas State

Bachelor of Science in Computer 
University ARASOF
Engineering
Batangas Philippines
SEMINARS / TRAININGS ATTENDED:
· 
Basic Networking Workshop And Seminar



Batangas State University ARASOF Nasugbu, Batangas



October 11, 2008

· 
IT SPECIALIST: Opportunities Lie Ahead Through Quality Awareness 
Seminar 


Batangas State University ARASOF Nasugbu, Batangas



February 24, 2009

· 
Online Game Design and Development Seminar



Batangas State University ARASOF Nasugbu, Batangas



October 16, 2009
· 
Batangas Information Technology Students Conference 2013
Batangas City Convention Center

February 9, 2013

· 
International Conference on Information Technology & Communication 

“iKNOW: Advancement in Innovation and Technology”

Henry Lee Irwin Sj Theater, Ateneo De Manila University

November 24, 2012 

PERSONAL DATA:

Age:

25years old

Birth date: 
November 25, 1990
Language: 
Filipino and English

Gender:
Female

Civil Status: 
Single
Citizenship: 
Filipino

RHEA 
CV NO: 1741746
Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




