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Educational Background
Tertiary:



Bachelor of Science in Computer Science
2008-2013



Notre Dame of Marbel University
(NDMU)






City of Koronadal, South Cotabato, Philippines

Secondary: 



Notre Dame of Banga (NDB)

2004-2008



Banga, South Cotabato, Philippines
Employment Experience
        Secretary/Admin Assistant
July 2013 – June 2015
Province of South Cotabato
Duties and Responsibilities:
• Preparing Written Communications
• Answering Phone Calls
• Preparing Payroll, Liquidation Reports, Itinerary, Vouchers
• Making Powerpoint Presentation for meetings
• Processing Zoning Certification
• Digitizing Maps for Comprehensive Land Use Plan using Arc Gis Application
              Administrative Assistant
April 2012 – May 2012
Office of the Commission on Election (COA)
Local Government Unit, Banga
Province of South Cotabato
Duties and Responsibilities:
• Encoding Voters' Data
              Cashier/Service Crew Member
March 2011 – March 2012
Jollibee, Array Food Corporation
General Santos Drive,
Koronadal, South Cotabato
Duties and Responsibilities:
• Greet customers, settle them down and take order
• Process the order and generate bills
• Pack and serve warm food efficiently
              Student Intern
April 2011 - May 2011
Virtuous Business Solution
General Santos City
Duties and Responsibilities:
• Creating and Designing a Website/Web page using Html and Javascript
• Designing a Logo using Adobe Photoshop
• Data encoding
              Special Program for Employment of Students (SPES)
April 2008 - May 2008
Municipal Budget Office
Local Government Unit, Banga
Province of South Cotabato
Duties and Responsibilities:
• Preparing Payroll, Liquidation Reports, Itinerary, Vouchers
SKILLS
· Knowledgeable in Microsoft Office Applications (Word, Excel &PowerPoint)
· Knowledgeable in SAP Business One
· Knowledgeable in Computer Networking and Installation
· Flexible and able to work independently with less supervision
· Manage time effectively, prioritizing tasks and able to work to deadlines
· Able to work confidently within a group
· Good communication and interpersonal skills
· Quick learner, keen to learn and improve skills
Seminars/Trainings/Conferences Attended
May 2015


Tourism Guidebook Orientation Roll-Out for LGU,




Fortune Field Resort, Crossing Kipot, Rizal Poblacion
September 2013

Greenhouse Gas Inventory and Accounting,




Estares Lake Resort, Lake Sebu, South Cotabato
March 2012


System Application and Products (SAP) Business One, 



Notre Dame of Marbel University, Koronadal City, 
South Cotabato
November 2010

Seminar on Computer Related Health Hazard for College      
Of Engineering and Technology Students
Notre Dame of Marbel University, Koronadal City, South Cotabato
September 2010

 2nd PSITE – Regional Convention, Notre Dame of 




Dadiangas University, General Santos City
September 2010 

Sensor Technology: 1st Step to Mechatronics, 
Notre Dame of Dadiangas University, General Santos City
April 2010 

 
Computer Hardware Servicing NC II, 
Marbel School of Science and Technology Inc., Koronadal City, South Cotabato
December 2009
 
Mindanao Conference for Information Technology
           Student (MSITS),
Holy Cross of Davao College Gymnasium, Sta. Ana Avenue, Davao City
May 
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