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Personal Information
DOB & PLACE: February 2,1991
Iloilo  Philippines 

Height:  5’8”

Nationality: 

          Filipino

Language

Tagalog, English, Basic        Arabic
References 
Furnished upon request

 
Education:
Bachelor’s Degree:
University of Iloilo, Philippines

(Phinma Education Network)

Bachelor of Science in Information Technology

2011- COMPLETED

Bachelor’s Degree 

Bachelor of Computer Science Major in Business Administration
Undergraduate

SPECIAL SKILL/

PERSONAL TRAITS:

Computer Literate
Internet literate ,surfing, Browsing ,

Willing to be trained

Has a good interpersonal skill 

Can relate with people from different culture and backgrounds.

TRAININGS & SEMINARS

· English Proficiency for IT Professional (02-10-2010)

· Blogging and Social Networking /Outsourcing Seminar (25-09-2010)

· Mobile Programming Seminar (17-07-2010)

· Animation/Multimedia seminar (03-07-2010)


	Career Objective
To enhance and develop my skills for personal growth, to share my knowledge to the company’s development, to promote camaraderie and good working relationship among fellow employees.
Career Experiences:

Sales Coordinator/ Administrative Assistant 

Air condition Industry – January 2015 –February 2017
· Getting queries from the client and making Quotation and Performa Invoice as our agreed price. 
· Preparing Daily and Monthly Attendance report for the staff and maintains workflow by studying methods; implementing cost reductions; and developing reporting procedures.
· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.
· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.
· Contributes to team effort by accomplishing related results as needed.
Computer Technical Assistant

United Arab of Experts for IT and Game solution
June 2012 – September 2014
· Troubleshoot and Repair Computers if cannot repaired send email  Administration Team Damaged Item/Hardwires  will be delivered/submitted  to the Administration  team  before Replacing new Item/Hardwires including with receipts.
· Backing up of important drivers, documents, and net craft data every day in USB flash drive to ensure safety not to lose data accounts of customers
· Responsible for Net craft system and Sending sales report every day before closing operations if day-off assigned one staff for sending  the sales
· Ensure the Game section equipment, computers, AC & other utilities inside the shop any damaged occur must inform the administration by email.
· Being always ahead of the work and to resolve customer complaints or problems.
Computer Instructor





ACSI College Iloilo, Philippines –  June 2011 - March 2012
· Performs related duties and special project as assigned like teaching the students on the corresponding topics and finish before the end of semester
· Interact and cooperate with co-teachers, staff, parents and students regularly and report directly to the head department

· Serve on academic and administrative committees that review and recommend policies, make budget decisions, or advise on hiring and promotions within their department
· Assess students’ progress by grading papers, tests, and other work
· Plans lessons and assignments

Admin Clerk (Telephone Operator) 
Bombo Radio Iloilo City, Philippines – September 2010 – May 2011
· Attend all incoming/outgoing telephone calls with good telephone manner at all times

· Actively participates in the sending, receiving, and distribution of all incoming ang and outgoing telefaxes

· Monitors automated systems including fire alarms and telephone equipment when engineering and maintenance department is closed.
· Multitasking abilities will always come in handy, because a switchboard operator may be asked to do other jobs as well.
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