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To be a part of an established and high reputable company in order to achieve my vision and goal which will continuously provide and support my financial security and career advancement.  
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· Fast and accurate typing skills

· Proficient in Microsoft Office applications
· Possess ability to maintain confidentiality
· Excellent communication and interpersonal skills
· Strong written and verbal communication skills with ability to multitask and cope priorities
· Can easily adopt new environment, self-motivated, work under pressure in flexible situation

[image: image5.png]REPUBLIC OF THE PHILIPPINES

BATAAN PENINSULA STATE UNIVERSITY
y CITY OF BALANGA, BATAAN 2100





· Bachelor of Science in Information Technology Major in Net and Web Application Bataan Peninsula State University, City of Balanga, Bataan – Batch 2014 Graduate
· Bataan National High School
Roman Super Highway, City of Balanga, Bataan – Batch 2010

· Calaguiman Elementary School
East Calaguiman, Samal, Bataan – Batch 2006


· AT&T Back Office Assistant
Teleservices Direct 
8/10 Upper McKinley Rd. Fort Bonifacio, Taguig City Philippines
September 2015 – January 2017
Duties and Responsibilities:
· Processing daily sales like verse internet, mobility and other plans that AT&T offers from save and retention department
· Organizing the office and assisting associates in ways that optimize procedures

· Sorting and distributing communications in a timely manner

· Creating and updating records ensuring accuracy and validity of information

· Perform some normal clerical duties such as faxing, reviewing, emailing and editing of some important documents and most importantly keeping all the records intact

· Monitor the usage of the equipment’s and ensure that everything is working in its perfect manner
· Sales Associate
 Robinsons Appliances Incorporated 
Galeria Victoria Mall, City of Balanga, Bataan Philippines

February 2015 – August 2015
Duties and Responsibilities:

· Maximized sales by providing excellent service

· Monitored the availability of stocks and made requisition if necessary

· Maintain an awareness of all promotions and advertisements

· Developed and maintained a good working relationship with the customers

· Consistently demonstrate excellent customer service to increase the sales

· Data Entry Clerk
Golden Data Innovation 

Villa Mendoza, Sucat, Paranaque Philippines
November 2014 – January 2015
Duties and Responsibilities:
· Encoding files from other countries
· Verifying and checking mortgage and deeds 

· Organizing files and collecting data to be entered into the computer
· Analyzing and reporting data problems with errors
· Accurately entering information into various computer programs
· Keeping sensitive customer or company information confidential
· Data Entry Operator
Bataan Peninsula State University Main Campus - Guidance and Admission Office 
City of Balanga, Bataan Philippines
June 2014 – October 2014
Duties and Responsibilities:
· Encoding of Application forms for BPSU entrance exams
· Keeping records & files of students
· Assisting students for getting and returning of Application Forms
· Sorting files, distributing documents and other school correspondence to the concerns
· Computer Operator/ Encoder
Provincial Assessor Office
Capitol City of Balanga, Bataan Philippines
March 2014 – June mid 2014

Duties and Responsibilities:
· Processing daily on-line transactions on RPTAS such as Certified true copies of tax declarations, with or without improvements, Property Holdings and RPTOP

· Printing of Tax declaration for official records, reference etc

· Search/Find encoded TD (RPU’s) using RPTAS 

· Verifying tax declaration on books upon the request of clients
· Tracing assessed value to be given by the PTO

· Wireless Intelligence Networking

Audio-Visual Room, Bataan Peninsula State University – Main Campus

October 9, 2013
· Youth Congress on Information Technology

SMX Convention Center, Pasay City

September 2013

· Business Analytics Information

Bulwagan II, Capitol Compound, City of Balanga, Bataan

July 2013
· ON-THE JOB Training
Department of Labor and Employment – City of Balanga, Bataan
Clerk/Office Staff

April 11 – May 30, 2013

Date of Birth


:
25th October, 1993
Gender


:
Male
Civil Status

:
Single

Citizenship

:
Filipino

Religion


:
Roman Catholic
Languages known
:
English / Tagalog
Visa Status

:
Tourist/Visit

Available upon request.
I hereby certify that the above information’s are true and correct to the best interest of my application and career.
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CAREER OBJECTIVE:





TECHNICAL SKILLS:





EDUCATIONAL ATTAINMENT/QUALIFICATION:





WORK EXPERIENCES:


Objectives





Trainings/ seminars attended:





PERSONAL INFORMATION:





CHARACTER REFERENCES:
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