Neslie Ann T. Lazaro
OBJECTIVE
Obtain a position in company where I can utilize my knowledge, various skills and experience in contribution towards fulfilling the company’s growth objectives, develop my career and excel in the field.
SUMMARY OF QUALIFICATIONS

· Completed College Degree
· Achieved appreciation for sharing new ideas to improve organization stability

· Established highly professional and effective relationships resulting increased of work quality and satisfaction
· Excellent in organizational, time management and interpersonal skills

· Extremely dependable in completing assignments accurately on time
· Proficiency in software and technology ( Microsoft Office and different software programs )
· Multi – tasking in any job assigned
EDUCATIONAL ATTAINMENT
2012


STI College of Sta. Maria, Sta. Maria, Bulacan






Multimedia Arts

2008 - 2012

  St. Mary’s College of Meycauayan, Meycauayan, Bulacan




Bachelor of Science in Information Technology, March 2012 
PROFESSIONAL EXPERIENCES
September 2014 – May 2016


|
Administrative Clerk
· Assists the teachers for the requirements of their students for completing their files.
· Maintained all the records and files of the students and school.
· Encodes testpapers, grades and preparing certificates.

· Attend meetings as assigned to gather information and do other work assigned by the superior.
· Answered and explained some discrepancy on the records.

· Preparing invoices and collect payment for those have unpaid balances.
August 2013 – August 2014


|
Customer Service
Channel Technologies Incorporated
· Greet customers warmly and ascertain problem or reason for calling.

· Assist with placement of orders, refunds, or exchanges.

· Resolve customer complaints via phone, email, mail, or social media.

· Do the clerical responsibilities.
November 2012 – July 2013


|
Cashier
Agua Gilda Incorporated

· Responsible for the collecting of cash payments paid by the customer.


· Ensuring that the amount received from the customer and change given to the customer is exact and correct.

· Making cash and credit card bills on all items purchased by the customer.
· Prepares the Daily Sales Report after the business day.
June 2012 – Present



|
School Canteen Co – Owner

Sto. Niño Academy, Bulacan

· Manage operations of the food establishment
· Assign tasks and assignments to the employees according to their skills and knowledge
· Inspect and verify weekly inventory
·  Monitor employee relations
SEMINARS ATTENDED AND CERTIFICATIONS

9th Philippine Youth Congress in Information Technology (Y4IT)

September 24, 2011

University of the Philippines Diliman, Quezon City

8th Philippine Youth Congress in Information Technology (Y4IT)

September 15, 2010

University of the Philippines Diliman, Quezon City

Software Engineering: Performance Testing Seminar


2010

St. Mary’s College of Meycauayan 









Student Conference on I.T Education PSITE / SCITE


2009

SM City Baliuag
COMDAPP Tour







2009
SMX Convention Center, Mall of Asia

Student Conference on I.T. Education PSITE / SCITE


January 28 – 29, 2008 

Olongapo City Convention Center







COMDAPP Tour







2008

SMX Convention Center, Mall of Asia
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