NOVAR REMENTILLA CATIG
Objective
To be able to find a challenging job where I love the work and the people I work with and contribute for the company’s growth and development.
Skills
· MS Office Applications (Word, Excel, Powerpoint, Outlook)
· Graphics Design and Enhancement (Adobe Photoshop)

· PC (Laptop / Desktop) troubleshooting, assembling and repairing

· Basic Computer Networking
Education
Bachelor of Science in Computer Science, ADAMSON UNIVERSITY

Philippines
Work Experience
Dubai, U.A.E.

July 2015 to October 2015

Temporary Secretary

Job Description:
· Prepare the quotations required by the customer from the salesman whenever necessary.
· Attend to customers’ queries, complaints and needs.

· Perform general administrative duties and IT support.
· Manage an efficient and systematic filing system of all physical and electronic documentations.
· Receive and sort mails and documents. 
· Handle purchasing function by dealing directly with the suppliers and ordering materials / supplies needed.

FLC MARKETING INC. / ADLABS ADVERTISING 
Dubai, U.A.E.

January  2014 to May 2015
Sales Associate / Brand Promoter 
Job Description:
· Responsible for the promotion of various product (food, electronics, etc.) to different malls / supermarket assignment.
· Responsible for making an update sales report.
· Ensure that the product samples are available and well prepared.
· Fixing table needed for the promotion of product.
· Perform the Actual Demo / Live Demonstration of product’s quality assurance.
· Greets and approach each and every customer in a warm and friendly manner, answers questions and makes suggestions regarding the product whenever possible.
CALIBER ADVERTISING AND MARKETING INC.

Abu Dhabi, U.A.E.

May 2011 – May 2012

Sales Associate / Brand Promoter 
Job Description:

· Responsible for the promotion of various products (food, electronics, etc.) to different malls / supermarket assignment.
· Responsible for making an update sales report of various products.
· Ensure that the product samples are available and well prepared.
· Perform the Actual Demo / Live Demonstration of product’s quality assurance.
· Greet and approach each and every customer in a warm and friendly manner, answers questions and makes suggestions regarding the product whenever possible.
XANAVI INFORMATICS / CLARION PROTECH

Ibaraki, Japan 
September 2006 – August 2009
Board Tester and Program Installer
Job Description:
· Perform testing of electrical board and installation of program to different kinds of PCB (Printed Circuit Board).
· Create Documentations or Reports for board testing and software installation.
· Attend series of technical discussions regarding the design of PCB, Control Software and Procedures for automated testing.
· Conduct basic assembling and repairing of electronic machinery and apparatus.
· Responsible for maintenance and calibration of test equipment.
· Handle inventory of electronic parts used in assembling PCB’s.
LAND TRANSPORTATION OFFICE / STRADCOM IT COMPANY –

NEW ALLIANCE AGENCY 
Region 4 Philippines (Binan Laguna, Pila Laguna, San Pablo Laguna and Lipa City Batangas) 
August 2005 – August 2006
Site Office Support / Technical Support 


Job Description:

· Provide supervision and technical assistance to all LTO Employees with their problems concerning computer-related issues with regards to the LTO system.
· Conduct monitoring of the stability of LTO System and troubleshooting of network problems within the workstations.

· Responsible for software updates (or the so-called migration), restoration and cleaning of all the workstation from its default configuration.
· Troubleshooting and repairing of workstation.

· Ensure proper filing system of documents and encoding of data in the system.
SAM (1) ONE COMMERCIAL INC.   
Manila, Philippines 
January 2004 – January 2005
DMG (Data Management Group) Staff / Technical Support  


Job Description:

· Responsible for updating, editing and registering of their inventory items or records in the Master File.

· Manage downloading of Purchase Order from SM Department Store and Makro B2B.

· Perform rendering of Item Pictures Enhancement and designing of New Header and Box of Toys using Adobe Photoshop.

· Maintain an efficient office filing system of documents, type correspondence and encode data or information to the computer.

· Provide assistance to all employees with their problems concerning computer-related issues.

· Troubleshooting and repairing of workstation.

SM  DEPARTMENT  STORE

Manila, Philippines 
May 2002 – October 2002
Sales Associate / Checker

Job Description:

· Accurately and efficiently checking of sales receipt, cash register operations and safeguarding company assets as well as bagging of merchandise.
· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining outstanding standards, solid product knowledge and all other aspects of customer service.
· Provides prompt, courteous customer service and aid customers in locating merchandise.

· Assists in maintaining proper inventory levels and shift audits.
KENNY  ROGER’s  ROASTER

Manila, Philippines 
October 2001 – March 2002
Delivery Cashier / Diner 

Job Description:

· Attending / receiving orders through phone calls and online system.
· Processes orders by entering the order in the P.O.S. machine and ensuring that all orders are prepared properly and on a timely basis.
· Responsible for every aspect of the Take Out/Delivery area.
· Greets guests in a warm and friendly manner, answers questions and makes suggestions regarding food, service and promos available.
· Restocks Take out/ delivery area with necessary supplies.
· Collects cash from the delivery man and printing of cash transaction report.
Trainings/Seminars
Basic Digital Photography

Pinoy Group, American College Dubai UAE (April – July 2014)

PC LAN / WAN SETUP, Cabling, Configuration, 
Wireless LAN Setup, TCP / IP and Windows 2000 Server Administration 
Espania Manila Philippines (January 2010)
OJT for Caregiver Professional

Paete General Hospital, Paete Laguna Philippines (August –September 2010)

Siniloan Caregiver Training Center

Siniloan Laguna, Philippines (January – July 2010)

Japanese Language

Calamba Laguna, Philippines (February – May 2005)

Inside Adobe Photoshop CS
Philippine Trade Training Center (June 2004)

Personal Data
Birth date
 
:
November 16, 1982

Nationality

:
Filipino

Religion

:
Roman Catholic

Status


:
Married
Languages

:
English, Japanese and Tagalog
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