RAMA
Rama.72248@2freemail.com 

CAREER OBJECTIVE

To be able to contribute into the employment and maintenance of   accuracy and reliability of the company in the field of computer, administrative or other relative jobs.
WORKING EXPERIENCE

Position:

Transaction Analyst / Indexer

Company:

SPi Technologies Inc.


Address:

Carmelray II, Laguna


Department:

Legal Department


Date:


August 29, 2006 – Present


Job Description:

· Document Coding services for Litigation Support Industry
· Analyzing and verifying documents and insurances 
· Data-entry of required information from different policies (Homeowner, Mobile Home, Automobile, Condominium, Dwelling Fire, Flood and other more..)
· Zoning and Classifying each articles from the old newspapers from U.S.
· Keying the appropriate metadata from each classified articles 
· Cropping, de-skewing and orienting each images in Verifier
· Encoding the information from the documents in Headerman
· Reconciling the first and second key from the Headerman 

· Performs other related-tasks as required 
Position:

Office Administrator
Company:

St. Vincent Food Rpkg. Corporation

Address:

Banay Banay San Vicente, Lipa City

Date:


May 08, 2006 – August 18, 2006
Job Description:

· Coding the documents, records and reports

· Performs clerical jobs such as systematically arranging letters, memoranda, invoices and other indexed documents

· Operates basic office equipment and completes general office work
· Accepts purchase orders from the customers

· Participate in making daily  deposits

· Sorts and routes incoming materials 
· Answering phone calls and inquiries
· Performs related duties as required
EDUCATIONAL ATTAINMENT

Collegiate:

Bachelor of Science in Information Technology
Batangas State University





Gov. Pablo Borbon Campus II, Alangilan, Batangas City





2001-2006





On-the-Job Training





Air Materiel Wing Savings and Loan Association Inc.




Brgy. Sico, Lipa City





November 2004 – March 2005



SEMINARS ATTENDED
September 15 - 17, 2005
Philippine Youth Congress in Information Technology





University of the Philippines, Theatre






Diliman, Quezon City

August 12, 2005

Advanced Science and Technology Institute





ASTI Building, University of the Philippines





Technology Park Complex, C.P. Garcia Avenue,





Diliman, Quezon City

Jan. 8 - Feb. 19, 2005
Industrial Instrumentation and Control





Banay Banay San Vicente, Lipa City





Archimedes Chua


July 17, 2005

Liturgical Music Seminar





Banay Banay San Vicente, Lipa City





Rev. Fr. Damaso A. Panganiban Jr.

ACHIEVEMENTS
Co-Linear Omni Directional Antenna for 2.4 GHz



Batangas State University




2005-2006

Course Completion of Certified CISCO Networking Academy (CCNA) 1-4
 Wide Area Network (WAN) Technologies of the CISCO Networking Academy

2005-2006

SKILLS



Computer Literate




Office Applications such as Word, Excel and PowerPoint




Knowledge in HTML Programming




Basic knowledge in Visual Basic, Photoshop, C Programming, Pascal



Basic knowledge in Troubleshooting



Basic knowledge in Accounting 



Excellent skill in typing



Good interpersonal skills
PERSONAL INFORMATION
Birth Date:

August 08,1984
           

Birth Place:                       Banay Banay San Vicente, Lipa City

Age:


23 yrs. Old

Height:


5’4”
Civil Status:

Single
Nationality:

Filipino
Language:

Filipino / English
Visa Status:

Visit Visa
I hereby certify the foregoing information is true and correct to the best of my knowledge, belief and ability.

