	[image: image1.jpg]


LEIZEL
LEIZEL.349635@2freemail.com  


	


POSITION APPLIED:  OFFICE CLERK

To secure a position where by hard work and the ability to acquire new skills will advantage any institution I work for.


BACHELOR’S DEGREE:
BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY

Philippine Countryville College

Sayre Highway Panadtalan, Maramag, Bukidnon

(March 26, 2014)

AGE

      : 25                      BIRTHDATE
                         : January 17, 1992

SEX

      : Female
           PLACE OF BIRTH

 : Valencia, Bohol

NATIONALITY: Filipino
           RELIGION


 : Roman Catholic

HEIGHT
      : 5’2
           WEIGHT


 : 50 kls.


· 1ST  Bukidnon Information Technology Summit (BITS) 

on the Topic “Cloud Computing”.

Bukidnon State University (BSU), Malaybalay City, Bukidnon

February 26, 2013


Member
: Associate in Computer Technology



  2009 – 2011
    
 Participant
: 1st BITS (Bukidnon Information Technology Summit)

  Quiz Show Competition




  Bukidnon State University, Malaybalay City, Bukidnon




  February 25, 2013


· GAISANO GRAND MALL
 
Ilustre Street., Davao City


(June 1, 2014 – February 27, 2017)


Electronic Data Processor/IT/Computer Operator Staff


DUTIES AND RESPONSIBILITIES

- Receive documents from receiving checker.

-Create and print a Receiving Authorization (RA) for every Purchase Order of its Sales Invoice with RA comments stating the Van number, Shipping Receipt number, DR/ Invoice number, and the number of carton/sacks.
-Forward RA to Stock-in-charge for physical count.

-Receive RAs from Stock-in-charge

-Reconcile the quantity, stock number and description of SKU acknowledged by RA versus the sales invoice and check if there is any discrepancy.

-Encode the data necessary for Piece Count Receipt as written in the Stock In-charge Receiving Authorization

-Print two (2) copies of the generated Receiving Confirmation Report (RCR).

-Attach RCR to its corresponding Sales Invoice, PO and RA.
-Check unit retail of each item received in RCR.

-Forward documents (e.g. Sales Invoice, Shipping Receipt, PO, RA and RCR) to Store Operations Manager for price approval.

-Process and print barcode sticker for every RCR approved by SOM.

-Make sure all stocks transfer from Warehouse to Selling area will be close at the end of the day
-Troubleshoot and resolve problems related to operating systems, hardware and software.
-Working under minimal supervision.

-Receive calls and multi-tasking.
-Assistant of store operation manager

-Back-up Cashier (Dept store and supermarket)
· ROY PLAZA  

Valencia City, Bukidnon

(May 05, 2011 - May 20, 2012)

Cashier

-POS cashiering and customer service.
· PLDT-PHILCOM

Max Suniel St., Carmen, Cagayan de Oro City

Programmer Staff – On the Job Training (OJT)

(June 10, 2013 – August 25, 2013 – 460 hrs.)

RELEVANT SKILLS:










-Web Designing (HTML, JOOMLA)







-Programming (JAVA, VB, C++)







-Database 







-System Analyzing







-Administration Skills (Typing)
-Troubleshoot, diagnose and resolve problems related to operating systems, hardware and software.


OTHER SKILLS: 










-Knowledgeable with MS Office applications such

                                                            As MS Word, Excel and PowerPoint

                                                            -Adobe Photoshop, Video editing using Adobe
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