        ARVICK 
                   Email Address: arvick.305194@2freemail.com     
Personal Details :
Birthdate


:  April 14, 1981

Gender


:  Female

Status



:  Single

Religion


:  Roman Catholic
Nationality


:  Filipino

Country


:  Philippines
Personal Overview:

To obtain a challenging position within a dynamic, high growth and technology-focused organization that would utilize my technical and professional skills in strengthening the company’s goal in facing the world of competition.To work with confidence, deligence and accuracy.
· Excellent English communication skills both verbal and written can provide a good work ethics.

· Proficient in MS Package (MS Outlook, MS Word, MS Excel, MS Power Point and Internet Applications)

· A Good Team Player, responsible and reliable.

· Ability to work under pressure and minimal supervision.

Educational Attainment:
College (1998-2002)

Bachelor of Science in Information Technology

West Visayas State University
Lapaz, Iloilo City, Philipines
Secondary (1994-1998)
Janiuay Polytechnic College

Janiuay, Iloilo, Philippines
Elementary (1988-1994)
Jibolo Elementary School

Jibolo, Janiuay, Iloilo, Philippines   
Professional Experiences:
Company:
Savant Technologies, Inc.


Oct 2010 – Mar 2016
Address:
M. H. Del Pilar St.
Molo, Iloilo City, Philippines
Designation:   Data Entry Encoder
Job Description:
· Receiving incoming calls and outgoing calls

· Communicate with client for queries/issues at hand through emails and/or IM, then  informing the Project Leader accordingly

· Maintains operations by following policies and procedures if there are changes, ask the leads
· Check/prepare daily attendance and production records for payroll-cut-off
· Contributes to team effort by accomplishing related results as needed
· Monitoring status of each order from receiving to submitting to the client
· Maintains customer confidence and protects operations by keeping information confidential
· Enter data from various source documents into the computer system for storage
· Maintains data entry requirements by following data program techniques and procedures
Company:
Manipula-Lira-Castro Law Office 

Aug 2003 - Sept 2010
Address:
AM/PM Courtyard Apartelle

Jaro, Iloilo City, Philippines

Designation:  Secretary/Receptionist
Job Description:

· Answers telephone system for the purpose of screening calls, transferring calls, responding to inquiries and/or taking messages.

· Performs general secretarial and clerical functions in support of office operations.

· Receives variety of items for the purpose of distributing materials to appropriate parties.
· Greets individuals entering the office for the purpose of responding to inquiries and/or directing individuals  to appropriate lawyer

· Maintains reception area materials
· Processes variety of records such as filing/sending motions and petitions to the court
· Helps preparing legal documents
· Maintains attorney calendar by scheduling appointments, teleconferences and travels
· Recording and monitoring court appearance dates, pleadings and filing requirements
· Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.
Company:
Mactan-Cebu Int’l. Airport Authority

Jan 2002 - Mar 2002

Address :
Mactan, Cebu City, Philippines

Designation:  Cashiering Division (On-the-Job Training)
Job Description:

· Receive phone calls from other departments within the airport

· Sorting documents
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