[image: image1.jpg]


      

     RIC
Email Address: ric.380708@2freemail.com 
CAREER OBJECTIVE
To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work.

QUALIFICATION SUMMARY
· Computer Programming – St. Matthew of Blumentritt Institute of Technology
· Licensed Computer Technician – NCII (License Expiry: February 2020)

· Computer Skills: MYOB Premiere v13 (Encoding), Visual Basic 6.0 (Program and Database), Sony Vegas Pro (Video Editing), HTML & CSS for website configuration, MS Office (Powerpoint & Excel), Basic Sketch up and Adobe Photoshop.
· Knowledgeable in the fields of administrative support, HR, and accounting.
· Knowledgeable in the Tally Erp 9 & UAE Labor Law

WORK EXPERIENCE
Office Staff: Brand Builders Advertising Supply Inc. (January 2017 – July 2017)
· Involved in technical, procurement (as purchaser), production (as production leader), graphic design, marketing, advertising, and accounting department.

· Interviews applicants and keeps a copy of their record for future reference.

· Facilitates employee needs such as office supplies, department budget, etc.

· Evaluates performance of trainees and submits report to manager for approval.

· Performs inventories of company supplies to ensure uninterrupted production.

· Entry Data and Controlling accurate record of company files for future reference.

· Monitors projects and coordinates with clients about the progress.

· Keeps record of employees’ overtime.
Team Leader / Acting Manager of Sales and Advertiser Department: Help-Tech Computer Trading and Services (August 2016 – December 2016)
· Supervises and monitors the sales and advertiser department.
· Conducts training to new and existing members of the department.

· Analyzes department performance and provide sanctions to staffs when necessary
· Reviews and approves material from advertiser department.
· Reports employees and department performance to higher management.

· Monitors department sales and postings of advertisers.
Admin/HR & Accounting Staff: Brite-Tech Innovative Solutions (July 2015 – July 2016)
· Provides technical support to the company by ensuring that the Accounts Department server is checked and maintained.
· Distributes cash to employees (drivers) and maintains cash-flow records and cash/cheque vouchers.
· Records and updates employees’ overtime.
· Entry Data and Controlling accurate record of company files for future reference.

· Evaluates performance of trainees and submits report to manager for approval.

· Processes and coordinates with government offices such as BIR, SSS, DOLE, and Manila City Hall documents.

· Processes and coordinates employee benefits such as PAG-IBIG, SSS, BIR, and more documents.
· Entry Data and Controlling accurate record of company files for future reference.

· Monitors projects and coordinates with clients about the progress.

· Controlling Document & record of employees’ overtime.
· Controlling Documents employees’ 201 files.
· Interviews applicants and keeps a copy of their record for future reference.

On the Job Training: Commission on Elections – District 4 (March 2014 – April 2015)
· Serves as computer technician and maintains the COMELEC server.
· Entry Data and Controlling accurate record of Voter’s Registration File.
· Controlling Documents Voter’s ID and certification.
             Performs other administrative tasks including paper works.



EDUCATIONAL BACKGROUND
St Matthew of Blumentritt Institute of Technology        2013-2015

Course: Computer Programming

Esteban Abada Highschool                                                      2007-2011

Caloocan Elementary School                                                   2001-2007
PERSONAL INFORMATION
Nationality: 

Filipino

Gender: 

Male
Date of Birth:
August 12, 1996
Status: 

Single

Visa Status: 

Visit Visa
