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Technical Skills
Knowledgeable in the following software applications:
· Computer Literate, Proficiency in Microsoft Office, Excel and PowerPoint application.
· Adobe Photoshop
· Corel Draw X7
· Adobe Illustrator/Video editing
Trainings (Systems Development Involvement)
· Development of  STI Student Internet Usage Monitoring System
· Development of  STI College Southwoods Website
· Intranet-Based Entrance Exam for Upon this Rock Christian Academy(URCA)
· Game Development (“Adventures of Chin-Chan”) using Visual Basic 6.0
· Point of Sale Encoding for Lola’s Minimart (South City Homes Biñan City, Laguna) using Visual Basic 6.0
· Stock Monitoring for Lola’s Minimart (South City Homes Biñan City, Laguna) using Visual Basic 6.0
Work Experience
La Croesus Pharma, Inc.
Regulatory Affairs - Graphic Artist
Laguna, Philippines
March 2014 to April 2016
· Responsible in creating and editing of product design and layout of  a new product for registration and provide the E-copy of the final registration documents  that is compliant to Food and Drugs Administration (FDA) labeling guidelines
· Responsible in checking and proof reading of artworks forwarded by supplier before mass production and actual printing of packaging materials.  
· Responsible in making product sample mock up or prototype for FDA’s initial registration and Certificate of Listing of Identical Drug Product (CLIDP) registration. 
· Assists the liaison officer in submission of product dossier and monitoring of FDA status on the submitted product applications.
· Performs artwork request such as Company ID, Company’s profile, making audio-visual presentation and other request concerning layout and graphic design.
 La Croesus Pharma, Inc.
 Research and Development - Admin Assistant
 August 2012 to March 2014
· Performed various secretarial/clerical duties such as documenting, photocopying, faxing,            mailing, and organizing filing system.
· Answered telephones and transferred calls to appropriate staff members.

· Sorted and distributed incoming communication data, including faxes, letters and emails

· Organized the scheduling of meetings, conferences, and events; distributed minutes for them.

· Took care of staff office space, weekly schedules, travel reports, phones, parking, credit cards and office keys.

· Maintained the office database – retrieved and organized information for individual employees and clients.

· Established and implemented administrative policies and procedures for the office.

· Filed and recorded corporate documentation, electronic files, inventories and reports
EMS Components Assembly Inc., OJT (On the Job Training)
Business Development
Laguna, Philippines
November 2010- March 2011
· Updating EMS Website 
· Company Information System for (EMSCAI) EMS Components Assembly Inc.,
Educational Background
College

Bachelor of Science in Information Technology
STI College Southwoods


2007-2011




Secondary
Biñan Secondary School of Applied Academics

2004-2007
Personal Information
Birth Date
: May 4, 1990







Civil Status
: Single





Citizenship
: Filipino
Visa Status
: Long Term Visit Visa
Availability
: Immediately
References available upon request.
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