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CAREER OBJECTIVES
To apply for a position that will commensurate my qualifications and skills and secure a career that will allow me to contribute the full range of my potentials for the growth and excellence of the company. To render my service and be apart of the development in your prestigious company or seek diversity and chance for the professional enrichment.

CORE COMPETENCIES
· Well verse in all computer hardware, Microsoft Systems and softwares.
· Young, energetic, smart and excellent communicator in English (written and oral).
· Team player with ability to work independently, adaptable, hardworking, highly motivated, optimistic individual, trustworthy & stress tolerant.
· Competitive individual which focuses on career growth.
· Professional telephone etiquette and customer service oriented

· Willing to be trained and learn more skills and solve problems.

PROFESSIONAL EXPERIENCE
PHILIPPINE DOMINICAN CENTER FOR INSTITUTIONAL STUDIES
Quezon City, Philippines
LIBRARY CUSTODIAN
June 2004 – March 2008
Responsibilities:
· Responsible for providing library and research services for the organization and maintenance of the library and its acquisitions.
· Establish and implement library and information policies and procedures
· Prepare reports related to library and information services, technology and media services, resources and activities
· Enter cataloguing data into the library's automated system for the availability of cataloguing copy
· Maintain circulation files, records and statistics
VILLMAN COMPUTERS
Quezon City, Philippines
COMPUTER TECHNICIAN

March 2003 – April 2004

Responsibilities:
· Responsible for assembly, installing hardware/software and configuring computer systems.
· Troubleshooting system and network problems and diagnosing and solving hardware/software faults.
· Finding solutions to problems, be it through creating a desktop shortcut or fixing a major fault on the operating system.
· Testing and evaluating new technology and providing support, including procedural, documentation.
· Talking to clients through a series of actions, either face to face or over the telephone.
CITIBANK
Quezon City, Philippines
LOAN PORTFOLIO AGENT
September 1999 – January 2003
Responsibilities:

· Attends to client’s concerns, inquiries, request and other needs pertaining to bank loans.

· Cross sell our product through various direct banking channels and forwarding sales leads regarding our asset products to sales team
· Performs duties in retention department retaining customers who wanted to cancel accounts and transactions.
· Promptly input all customer transaction into the transaction database and notify the appropriate personnel, per approved procedures.
· Analyzes transactions, corrects records and adjust errors.
RMA DESIGN STUDIO
Quezon City, Philippines

JUNIOR GRAPHIC ARTIST/PRE-PRESS STAFF
October 1998 – August 1999
Responsibilities:

· Creating designs using print, electronic, and film media.
· Formatting print jobs and correcting layout errors before the job goes to print.
· Collaborating with printing machine process camera operators to check for any potential printing problems
· Receive files from customers on a computer disk or via e-mail that contain typeset material
· May photograph layouts, decide on size and arrangement of images, select size and style of type and develop film for reference

EDUCATIONAL ATTAINMENT
TERTIARY
· TECHNOLOGICAL UNIVERSITY OF THE PHILIPPINES
Manila, Philippines

Graphic Arts and Printing Technology (1998-2003)
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26
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March 27, 1982
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:
 
SINGLE
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FILIPINO

