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Tessanie  
Bur Dubai, Dubai UAE
E-mail Addresses: tessanie.71318@2freemail.com 
CAREER OBJECTIVE
To take an active role in advancing and achieving the goals of the company or firm I choose while securing myself a balance between career and life.

POSITION APPLIED FOR
Data Entry Operator / Office Assistant / Receptionist
SUMMARY OF QUALIFICATION
· Proficient in Various Office Supported Skills such as Data Controlling, Documentation  (Correspondence) and Filing 
· With fast typing speed skill approximately 50-60wpm
· Ability to handle telephone calls (incoming and outgoing)
· Proficient with Microsoft Office Applications such as Word, Excel, PowerPoint, Outlook
· Ability to lay-out web and print media using Design Software like Photoshop and CorelDraw and Illustrator
· Knowledge in Computer Hardware / Software Troubleshooting and Maintenance
· Knowledge in Reformatting and Software/Application Installation and upgrade
PROFESSIONAL EXPERIENCE

Arabia PR
Dubai Media City, UAE
Data Entry Clerk / Online Data Researcher

May 02, 2010 –December 30, 2010 
Brilliant Real Estate
Madinat Jumeirah, UAE

Receptionist cum Office Clerk
May 2008 to August 2008
Win A Partner Group of Companies

Pasay City, Philippines

Junior Graphic Artist cum Office Assistant

January 02, 2009-April 10, 2010 (1 year)
Allied Technologies Operation Management Inc.

Makati City, Philippines

Data Analyst / Data Entry Operator

July 2004 to January 2008 
(3 years and 6 months)
Best in Quality of the month

Best in Attendance
SEMINARS AND TRAININGS ATTENDED
· Robotics Concepts and Programming Hardware Interface

University of Saint Louis, Tuguegarao City, Cagayan Valley

August 2, 2003

· Computer Hardware Troubleshooting & Maintenance

Saint Paul University, Philippines

November 24-25, 2003

SHORT COURSES ATTENDED
· Certificate of Attendance

Adobe Photoshop

Informatics, Makati

September 19-25, 2008

· Certificate of Attendance

Macromedia Flash

AMA Computing Learning Center, Pasay

October 20 - November 14, 2008

· Certificate of Attendance

Adobe Illustrator

Informatics, Makati

October – December 2008

· Certificate of Completion

Computer Technician Course

Saint Peter Velle Tech Training Center, Manila

October 2009 - February 2010

COMPUTING SKILLS
· Operating Systems: Windows 98/2000/XP/Vista/Windows 7
·  Software: MS Office, Photoshop, Fireworks, Pagemaker, Illustrator, Flash, CorelDraw, 
EDUCATION
Graduate –  Bachelor of Science in Information Technology

University of Saint Louis, Tuguegarao City, Philippines
SY 2000-2004
LANGUAGES SPOKEN

Fluent in English, Filipino (Tagalog) – both written and oral

PERSONAL INFORMATION

Age         

:
27
Civil Status

:
Single

Gender


:
Female

Citizenship

:
Filipino
Visa Status

:
Free Zone Employment Visa (NOC will be provided)
*   *   *






