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	OBJECTIVES
	Seeking for a job withinmychosenfieldthatwillchallengemeandallowmetousemy education,knowledge, skills and past experiencesin a way that is mutually beneficial to bothmyselfand my employer and allow for future growth and advancement.

	WORKHISTORY


	ITEXECUTIVE
MECHANICAL CONTG. CO. LLC, DUBAI,UAE
March 2016 up topresent

Responsibilities:

· Monitoring all Servers. (i.e. Email, ERP, Firewall, Data, Domain)

· Monitoring weekly Backup of Data Server ( Buffalo Data Server, DropBox)

· Maintaining desktops/Notebooks hardware, OS and standard applications installations and support.

· Monitoring 1st level printer/scanner and telecom support.

· Configuring and supporting Microsoft outlook 2003/2007/2010/2016.

· Maintaining network including patch cord & wall socket and tracing up to the switch.

· Periodic preventive maintenance of desktops/notebooks/printers/scanners 
· Actively involve any IT asset movement activity.

· Distributing/Recording IT assets to the New Joinee Person. 

· Creating account in Active Directory. 

ARCHIVECLERK / RECEPTIONIST
CENTAUR ELECTRO-MECHANICAL CONTG. CO. LLC, DUBAI,UAE
May 2016 – March2016

Responsibilities:

· Maintaining records of internal, external, incoming and outgoing letter/documents.

· Sorting information according to their type and ensure that all records are up-to-date.

· Coordinating with concerned departments regarding checking and updating of documentation.
· Receiving/Recording Invoices from clients/suppliers and getting certified from Project Managers afterwards forwarding to Accounts Department.
· Welcoming and greeting visitors

· Answering and forwarding incoming phone calls while providing basic information when needed.

· Updating appointment calendars and schedule meetings /appointments
· Creating and updating records ensuring accuracy and validity of information

· Receiving and sorting daily mail/fax/deliveries/couriers.



	PERSONAL
SKILLS
	Knowledgeable in computer – related applications such as MSOffice Application.
KnowledgeinHardwareandSoftwareTroubleshooting
Knowledge in Multimedia Software such as Adobe PhotoshopCS
Experienced in Office 365, SCCM, Antivirus Admin
Ability to install computer hardware,software
Able to work for extended periods oftime
Ability to work underpressure
Stress managementskills
Attention todetail
Work well withothers.

	CERTIFICATES OFCOURSE COMPLETION
	CCNA EXPLORATION: Network Fundamentals

Date of Completion: February 2011

CCNA EXPLORATION: Routing Protocols and Concepts

Date of Completion: July 2011

CCNA EXPLORATION: LAN Switching And Wireless

Date of Completion: February 2012

	EDUCATION
	BACHELOR OF SCIENCE IN INFORMATIONTECHNOLOGY
TARLAC STATE UNIVERSITY,PHILIPPINES


	PERSONALDETAILS
	AGE
25 YEARSOLD
DATE OFBIRTH
JUNE 20,1991
GENDER
FEMALE
STATUS
SINGLE
NATIONALITY
FILIPINO
LANGUAGE
ENGLISH,TAGALOG


I HEREBY DECLARE THAT ALL THE ABOVE MENTIONED DETAILS ARE TRUE AND CORRECT TO THE BEST OFMYKNOWLEWDGE.
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.








