RUBEN 
RUBEN.364411@2freemail.com  

IT MANAGER/IT SPECIALIST/ADMINISTRATIVE MANAGER/ ADMINISTRATIVE ASSISTANT

16 Years in Practicing and Specializing Information Technology Implementation and Management in both Academe, and Industry through Management, Education and Training, 
Technical Support, and System Administration.
P R O F I L E  S U M M A R Y

A dedicated and continuity driven IT Professional with 16 years of Professional Experience both in Academe, Training, Management, and Industry. Expert in IT Management and Supervision. Committed in providing reliable networking, infrastructure management, system and server administration to proactively enable and support business processes.  Possesses excellent planning and interpersonal skills.  Organized and methodical with a keen eye for details.  A resourceful problem solver who applied initiative, and in-depth knowledge for a long-term solution.  Instructor/Trainer in different Computer Courses for a period of 16 years conducted in Colleges, Training Institute, and Organizations. International Volunteer at Haramaya University, Ethiopia, Africa. Expert in Computer installation, repair, utilization, and manipulation. Expert in MS Office (MS Word, MS Excel, MS Powerpoint, MS OneNote, MS Publisher, MS Access, MS Outlook). Can work in both Microsoft, Linux (Edubuntu, Ubuntu), and MacOS Operating System. Expert in computer networking, cabling, repair, and maintenance with file and printer sharing, remote control, and administration. Develop and design website sites or blogs using wordpress. Experienced in graphic designing, desktop publishing using Adobe Photoshop, Illustrator, and Corel Draw. Experienced in human resource management, purchasing, store keeping, handling accounts, sales, and marketing. Versatile, can adjust in different working environment, and open minded. Fast learner and responsible of taking decisions if the time calls for it. Team worker, used to work under pressure. Worked and manages people in different nationalities. Can communicate well, convey ideas, make reports, plans, and evaluations. A good listener, follower, and implementer.
C O R E  C O M P E T E N C I E S

ICT Management




ICT Policy and Plan Formulation
Infrastructure Management



Incident Management

Back-up Planning and Monitoring


Systems Analysis and Design

Remote Infrastructure Management


ICT Training, and Development

Data Gathering





Data Protection and Management

Computer Hardware Installation & Management
Software Installation Management

Data Security 





Database Management

Multi-Platform Environment



Upgrade Planning and Implementation

Networking Planning and Implementation

File/Data and Resources Sharing

System and Server Deployment



Server configuration and management

ICT Trainer/Instructor




ICT Training Program Developer

ICT Asset Management




CCTV Planning, and Implementation

AVAYA Telecommunication Management

Inhouse Sound System Installation

Desktop Publishing




Website/blog development

Sales and Marketing




Human Resource Management
Store and Warehouse Management


Customer Service and Welfare

E M P L O Y M E N T  H I S T O R Y
	Date Inclusive
	Job Experience Details

	June 2014 – 
Till date
	Dubai London Clinic, Dubai, UAE, 
Position:  IT Manager



	April 2013 to 

June 2014
	McDermott International, Jebel Ali, Dubai, UAE,
Position:  Project Information Management System (PIMS) Administrator



	Dec. 2010 to 

March 2013
	Arab Supplier LLC,
Position: Marketing Supervisor Cum Data Entry, IT Administrator 



	Nov. 2009 to 

Nov. 2010
	APTECH Computer Education, Philippines,
Position: Center Manager.



	Oct. 2007 to 

Oct. 2009
	ECUSTA Higher Learning Institute, Ethiopia, Africa,
Position: MIS/IT Director



	Sept. 2006 to 

Sept. 2007
	Haramaya University, Dire Dawa, Ethiopia,

Position: IT Specialist



	June 1999 to 

August 2006
	Kabankalan Catholic College, Kabankalan City, Philippines

Position: IT Instructor Cum System Administrator



	March 1998 to 

March 1999
	PDG, Inc., Kabankalan City, Philippines,
Position:  Development Worker


T E C H N I C A L  S K I L L S

	Operating System
	Windows XP, Vista, 2000, Server 2008, Server 2012, 7, 8, 10, Linux(Edubuntu), MacOs

	MS Office Application
	MS Word, MS Excel, MS Powerpoint, MS Onenote, MS Access, MS Publisher

	Database Development and Administration
	MS Access

	Desktop Publishing
	Adobe Photoshop, Adobe Illustrator, Corel Draw

	Web Development
	HTMP, Java Scripting, Wordpress

	Programming
	Visual Basic, Visual Studio

	Hardware Servicing
	Assembly, Installation, Repair, Configuration

	Network Administration
	Crimping, installation, Repair, Configuration

	Server Installation and Administration
	Server Installation, Configuration, Administration

	Video/Audio Development
	Pinnacle, and Adobe Premier

	Server Virtualization
	VMWare, Hyper-V

	File Backup Management
	Veeam Backup System

	Remote Administration
	Radmin, TeamViewer, Anydesk, Show my PC

	Telephone and Communication Management
	Avaya Telephone System

	IT Security/Antivirus/Firewall
	Sophos Intercept/Fortinet, CCTV Installation, and Management

	IT Request Management System
	Alloy Navigator

	IT Management and Supervision
	IT Team, IT Users

	Hospital and Dental Information System
	Mediware(Datamate) and (Dentimax)

	ICT Planning and Implementation
	ICT Plan and Budgeting

	ICT Training and Development
	Training Manuals, Courseware

	Driving 
	Manual and Automatic Vehicle


A C A D E M I C  D E T A I L S

On-Going
Master in Business Administration (MBA)

Philippine Christian University, Dubai, UAE, 2016 to present
Graduated
Leadership and Social Entrepreneurship (LSE) Program, Dubai



Ateneo School of Government, Ateneo De Manila University, 2016
CAR

Master of Science in Computer Science (MSCS)

University of Negros Occidental Recoletos, Bacolod City, Philippines, 2004-2006
Graduated
Certificate of Computer Proficiency


APTECH Philippines, 2010 

Graduated
Bachelor of Science in Commerce major in Data Processing (BSC-DP)

Kabankalan Catholic College, Kabankalan City, Negros Occidental, Philippines.
21 Units
Bachelor of Secondary Education (BSED)



Kabankalan Catholic College, Kabankalan City, Negros Occidental, Philippines., 2002
TESDA

Computer Hardware Servicing


TESDA Region VI, Talisay City, Negros Occidental, Philippines, 2010
TESDA

Assessment Methodology/Training Methodology


TESDA Region VI, Talisay City, Negros Occidental, Philippines, 2010
P E R S O N A L  D E T A I L S
Date of Birth:  
June 17, 1977




Language:  
English

Age: 

39





Gender:  
Male

Height:  
5’4”





Religion:  
Christian

