STELLA 
Stella.348952@2freemail.com 
PERSONAL BACKGROUND Date of birth: May 16, 1992

Status
: Single

Nationality
: Filipino

Language
: English, Tagalog

EDUCATIONAL BACKGROUND

2009-2015

System Technology Institute College

(ISO 9001:2008 CERTIFIED)

Calamba, Lag

Bachelor of Science in Information Technology

2005-2009

Liceo de Cabuyao

Mabini St., Cabuyao City

1999-2005

Pulo Elementary School

Pulo, Cabuyao City

ON – THE – JOB TRAINING May 15 to Oct 1, 2012

People's Corporation Insurance Company Parian Calamba City, Laguna

OJT - Database Encoder, Documents Handler

SEMINARS&TRAININGATTENDED

2016, Aug 15
Kaizen Training

2016, May 19
Root Cause Analysis

2016, Aug 20
Healths and Awareness

Seminar

19th STI NATIONAL YOUTH

CONVENTION"SOCIAL MEDIA & ME”,

Mall of Asia, Feb 2013

20th STI NATIONAL YOUTH

CONVENTION Mall of Asia, Feb 2014


OBJECTIVES_________________________________

· To be connected with a prestigious firm where I can render my best service in line with the accomplishment of the company’s vision and mission, thus providing room for both my career and personal growth.
QUALIFICATIONS_________________________________

· Responsible and productive. Possess good conduct necessary in working area and able to deal with various people
· Performs other related tasks which may be assigned by the superior from time to time
· Able to manage a vast array of application software (MS word, MS Publisher, MS Access, MS Excel and MS PowerPoint)
· Basic knowledge in PHP,HTML and Visual Basic
· Adequate knowledge in LAN, WAN Technologies, installing and configuring hardware operating systems and applications
· Good communication Skills and performing clerical work
EMPLOYMENT STATUS____________________________

March 14 – August 25 2016

Company: TRP, Inc

Toyota Industrial Complex, Barangay Pulong

Sta. Cruz, Sta. Rosa Laguna

Position:
MIS Staff (HR Department)

DUTIES AND RESPONSIBILITIES

· Responsible in installing, supporting, and maintaining clients and other computer systems, and planning for and responding to service outages and other problems;
· Responsible in network troubleshooting, backup and storage, Technical documentation, security and virus prevention as well as educating users;
· Responsible for providing level 1 Technical Support for Printers, Client Machines, E-mail, File Server and Communication Problem such as internet connection, local area connection, security camera, telephone connection;
· Monitors internet performance and network work usage. Prepares and submit Monthly performance reports & traffic analysis;
· Responds to individual users’ difficulties with computer systems, provides instructions, training, diagnose and solve common problems;
· Installs, configures, maintains and trouble-shoots PC hardware and software specifications;
· Runs reports on internal trouble ticket activity, printing work orders and follow ups to resolve issues insuring timely resolution of sites workload as required;
· Regularly reports to the immediate superior for the implementation status of projects, issues and strategic enhancements and/or new technology that may be relevant to the business;
· Prepares technical report with identify root cause and recommendation; appertaining to major network and
technical services within agreed time scales by the MIS Supervisor;

· Participates and supports in all corporate quality, productivity, continuous improvement (Kaizen), occupational safety and health, environmental activities;
· Improve productivity, quality and speed of internal process and reports by means of system applications and automations.
· Performs other related tasks which may be assigned by the superior from time to time.
October 26 2015 - March 2016

Company:
San Roque Human Resource Corp.

Villa Caceres Business Complex Sta. Rosa, Laguna

Position:
IT Staff (Human Resource Department)

DUTIES AND RESPONSIBILITIES

· Installing and configuring computer hardware operating systems and applications.
· Monitoring and maintaining computer systems and networks.
· Talking staff or clients through a series of actions, either face-to-face or over the telephone, to help set up systems or resolve issues.
· Troubleshooting system and network problems and diagnosing and solving hardware or software faults.
· Replacing parts as required.
· Providing support, including procedural documentation and relevant reports.
· Supporting the roll-out of new applications.
· Working continuously on a task until completion (or referral to third parties, if appropriate).
· Rapidly establishing a good working relationship with customers and other professionals.
· Performs other related tasks which may be assigned by the superior from time to time.
Sept 2013 to Jun 2014

PCN PROMOPRO | Boni Ave. Makati

Position: Sales Representative, Grocery Store

Industry: Retail/ Merchandize

Duties and Responsibilities:

· Assisted customers at all times providing proper standard of customer service.
· Ensure the availability of the stocks on the gondola.
· To promote & convince the customers to buy the product.
· To make daily sales report.
April to May 2011

SM CITY STA. ROSA | LAGUNA.

Position: Counter Checker, Metro Manila Shopping Mecca Corp.,

Industry: Retail / Merchandize

Duties and Responsibilities:

· Making sure that all items are surely packed on the bag especially fragile items.
· Check the number of purchased items vs. the transaction receipt.
· Ensure the cleanliness and maintenance in the counter.
JOLLIBEE FOOD CORP. | TUGUEGARAO CITY CAGAYAN

Position: Food Assistant, Summer Job -March to June 2008

Duties and Responsibilities:

· Assisted with day to day operations of the branch
· Offered customer service including cash register and order-taking.
I hereby certify that the above information is true and correct to the best of my knowledge and beli

