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I. OBJECTIVE

To learn and have an accountable and challenging position with your company which qualifies my abilities, knowledge, skills and expertise can be utilized to provide opportunities for further development and career growth.
II. WORK EXPERIENCES
Receptionist cum Office Assistant/Designer (December 2012 - present)

Abu Dhabi UAE

Duties and Responsibilities:

Administrative Support

· Answering and forwarding calls.
· Sending and receiving mails.
· Taking care of correspondence. 

· Assisting/entertaining clients

· Schedule’s meeting
· Booking flights and hotels
Clerical Support

· Doing paper works such as document lighting proposals (submittal, compliance and lighting schedule).

· Doing and assisting in designs for project proposals such as project presentation and lighting layouts (cad drawings and graphic pictures).
· Monitor inflow and outflow of the documents
Computer Operator (August- October 2012)
Bureau of Fire Protection

Admission Office

Passi City, Iloilo
Duties and Responsibilities:

· Systematizing and preserving disks and files
· Developing good communication skills that are essential to express technical issues to a person who is non technical.
· Operate a number of computer systems, fix problems that may arise in routine work.

· Following operation of the computer on daily basis.

· Checking for existence of viruses and upgrading and updating systems to improve working.
Computer Technician (May-July 2012)

Weyan Internet Café

Palmares St.
Passi City, Iloilo
Duties and Responsibilities:

· Loads software programs/packages and utility applications, installs operating systems.
· Performs analysis, testing, installing of computers, hardware components and allied devices. 
· Checks performance-related, responds to complaints and queries, provides technical advice.
· Assist in the maintenance of standards and documentation

On the Job Training (June – November 2011)
Land Bank of the Philippines

Field of Legal Services (FLS)

Cor. Iznart St., Iloilo City

Duties and Responsibilities:
· Assisted to analyze and develop information using computer software Microsoft Office. 
System Administrator (March-September 2011)

Part Time

Niknik Internet Café

Magsaysay Village

Lapaz, Iloilo City

Duties and Responsibilities:

·  Analyzing system logs and identifying potential issues with computer systems.
· Monitors systems backup procedures and executes recovery operations when necessary.
· Monitors and evaluates operating efficiency, analyzes hardware/software performance and tuning.
III. PROFESSIONAL STRENGTHS

· Can work under pressure
· Accuracy, responsibility and accountability – Excellent attention to details and well organized

· Possess average verbal and written communication skills

· Can work multiple tasks at a given time

· Hardworking and willing to be trained
IV. SKILLS


COMPUTER PROGRAMMING LANGUAGE
· HTML
· PHP and SQL
· JAVASCRIPT

· C and C++
DESIGNING TOOLS
· AutoCAD






· Adobe Photoshop 
· Adobe After Effects                                                

· Corel (Video Studio Pro)

· Cyberlink Power Director
OTHER SKILLS
· Good relation skills with people
· Good verbal skills
V. SEMINARS and TRAINING ATTENDED
· Career Entry Course for Software Developer-Java NC IV
AMA Computer College 

                          October 28, 2009 to December 4, 2009
· 10th Western Visayas Information Technology Congress
Capiz Gym, Roxas City

February 12, 2010

· PIC Micro Controller Programming Workshop

AMA Computer College

February 23- March 5, 2010
· AMA Educational Tour with Seminar
Cebu City, Philippines
March 24 – 27 , 2012
· UNILAB Health and Wellness Forum for Student Leaders
January 26, 2012

· QR Code and Cloud Computing
AMA Computer College

      March 24, 2012
VI. PERSONAL INFORMATION



Age


:
26 yrs. old

Height


:
5’6”

Weight


:
50 kgs.

Place of Birth

:
Saudi Arabia
Date of Birth

:
October 21, 1990
Civil Status

:
Single

Sex


:
Female 

Nationality

:
Filipino

Religion

:
Baptist
Languages or Dialects you can speak or write: English, Filipino, Hiligaynon, French (Basic)
VII.  EDUCATIONAL BACKGROUND


Tertiary
     
AMA Computer College
Jaro, Iloilo City
S.Y 2008-2012
Course:

    
Bachelor of Science in INFORMATION TECHNOLOGY

       


HONORS and AWARDS
           


Highest Distinction

           


Dean’s Lister

           


Best in Documentation for School Thesis

         


Service Awardees 

           Secondary

Passi National High School




Dorillo St. Passi City, Iloilo




S.Y 2003-2007
                      Elementary

Passi I Central School



          F. Palmares St. Passi City, Iloilo
S.Y. 1997-2003

COMPUTER RELATED SKILLS


CISCO Networking


Network Troubleshooting


Web Designing


MS OFFICE Applications(WORD,EXCEL,


ACCESS, POWERPOINT, OUTLOOK)











 





Dreamweaver


Adobe Flash Animation
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