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DRIANE
DRIANE.367737@2freemail.com  
Applying as Accountant / Information Technology

OBJECTIVES
To be a successful individual by utilizing my acquired skills and knowledge, to be part of success of a very good company, to grow continuously in every field that 
I’m going to take , to be a more productive individual for me and my family.

PERSONAL BACKGROUND

    
Date of Birth

:
August 30, 1986
          Gender


:
Male

Height


:
5’6”

Civil Status


:
Single
          Nationality                      :         Filipino

EDUCATIONAL ATTAINMENT


College


:
Nova Computer College
Computer Technician
 2007-2008
High School

:
Marcelo H. del Pilar National High Sch.
Sta. Isabel  Malolos, Bulacan Philippines
2002-2003

WORK EXPERIENCE


Currently employed as Accountant in Three Star Fashions L.L.C. in Abu-Dhabi U.A.E.
Blanket supplier since April 29, 2012

Nature of work : Making invoice, make received payments, writing cheque

Sending cash and cheque  to the bank and any other paper works and transactions in the office.. 
Sales, Marketing and Computer Technician in:
*2009-2011 : Q-MAC Computers - Wholesales, Retail Computers and Computer Parts in Malolos Bulacan Philippines
*2007- 2009:  PC_Planet Laguna Wholesales, Retail Computers and Computer Parts in Sta. Rosa Laguna Philippines

SKILLS

*Good selling skills and interpersonal relationship
*Good listener, detail oriented, able to handle pressure and turns the problem into success

*Hardworking 
*Computer Literate

*Know how to assemble and disassemble the desktop pc.

*Knowledgeable on how to repair/ troubleshoot basic computer problems, like audio, visual, software incompatibility, formatting, disk management

*Know how to upgrade pc/ laptop from slower to faster unit.

*Know how to set up internet connection Dial Up/ LAN connection/ Wireless     Connection


DUTIES AND RESPONSIBILITIES


*Reporting to the General Manager.
*Expedite the review and approval of documentation.
*Provide documentation in electronic format as well as hard copy.
*Assure document quality to include completeness and accuracy.
*Ordering, distributing and maintaining of office consumables. 
*Basic support to Project Managers as required.
*Maintain an efficient project-related document control register; supervise and record document flow to and from all necessary parties, including clients, sub-contractors.
*Issue transmittals and receipts concerning the documents in circulation.

