 




	Kenneth 

	Objective
	A position that will optimize my professional and inter-personal skills.

	
	Offers personal maturity & minimum supervision in the work assigned and with a proven ability to work efficiently in both independent and teamwork environment.

	Work Experience
	

	March  2014 –

Present
Position:

Responsibilities:
                     October 2013 –

March 2014

Position:
Responsibilities:

 April 2013 – 
September 2013

Position:

Responsibilities:


	SM Development Corporation 

Two E- Com Tower Mall of Asia Complex, Pasay City

Property Specialist / Real Estate Agent 
· Sells Condominium Properties for clients or investors.

· Study all Project details and locations.

· Interviews prospective and potential clients/investor.

· Accompany clients to property location/site.

· Discuss conditions of sale and draw up company contracts.

· Perform Tele-marketing strategy.
· Process documentations and requirements.
· Extend after sales service.
V.A. Erni’s Advertising and Metal Craft

BF Soriano Bldg., Soriano Highway, Daang Amaya II Tanza, Cavite 4108
Office Administrator/ Metal Fabricator
· Perform administrative functions drafting correspondence & scheduling appointments.

· Organizing and maintaining paper and electronic files.

· Provides information to clients inquiries

· Assigned to lay outing signage’s.

· Helping for fabricating metal projects.
· Document Controller for company registrations and legal documentations.
G4S Cash Solutions Philippines Inc.

Libis, Quezon City, Philippines

MIS (Management Information System) / Application Staff

· Responsible for user enrollment, ATM Definition, Client enrollment and other activities pertinent to cash business operations in the Skywalker system.

· MIS Staff is responsible for the generation and development of operational reports needed by the Top Management and other departments.

· Consolidates daily reports such as Resource planning, Dash Board, Key Performance Indicator, Cash Updated Presentations, FLM and SLM performance reports and other data analysis pertaining to Cash operations.

· Assists in the definition, enrollment and testing of cencon lock in yhe system of Skywalker system and Cencon Management system. Coordinates with the Cencon team the schedule of installation or replacement.

· Assigns Cencon keys to users; rectifies errors in user assignment as needed.

· Extends technical support to Skywalker users and other activities in the performance of their jobs.

·  Submits to superior officer periodic reports on the operations and activities of the work unit with corresponding analysis and recommendations.

· Handling biometrics of G4S Cash employees, Encoding and checking employees’ daily time record.

	November 2011 –

August 2012 

Position:
	 Sky Logistics Philippines (Service Provider of Philippine Airlines, NAIA Terminal 2)

 Nichols Pasay City Manila, Philippines
 Promoted from Customer Service Agent 1 to Customer Service Agent 3 in 6 months 

	Responsibilities:
	· Meet and assist the passengers, guiding them to the proper terminal and explain the airport regulations.
· Performed the Ground Steward duties such as handling the help desk counter and special requests. Communicate and handled irritated passengers politely.

· Assisted passengers with all enquiries, including lost or delayed baggage. Assists disabled passengers or those travelling with young children

· Generated report about passenger’s missing baggage & other belongings.

· Dispatched service requests in a professional and timely manner 
· Delivered high level of customer service to passengers and those travelling through the airport.


	September 2010 -

March 2011

Position:

Responsibilities:


	Department of Labor and Employment

I.T. Service Support (On-the-Job Training)

· Assist in setting up, installation, configuration of 70 computer systems and printers within the department.

· Provided support in installation, laying and termination of computer cables

· Installed & configured operating system and various software to the computers and main server.

· Identifying and resolving computer and network problems.

· Provided onsite technical support to employees.
· Knowledgeable in Windows and other Applications – MS Exchange, Word, Excel, PowerPoint, Lotus application, Approach application, Zimbra Collaboration Suite, Outlook Web App, Access, Skywalker Access.

· Installation and configuration of Windows Operating System and other Window Applications software.

· Follows direction requiring specific attention to details, Multi-tasking, trustworthy and fast learner.

	Academic Qualification
	

	
	Bachelor of Science in Information Technology

Colegio de San Juan de Letran – Manila, Philippines

SY: 2007 – 2011

Diploma in Associated in Computer Technology

Colegio de San Juan de Letran – Manila, Philippines

SY: 2005 - 2007
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Curriculum Vitae





Applying for: Document Controller/ Sales Coordinator/ Office Adminisrator/ IT Service 
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