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OBJECTIVES:

To successfully qualify for any position wherein my knowledge and skills will be enhanced and capitalized on, beneficial to both the Company and the employee’s.
WORKING EXPERIENCE:

Mount Carmel Diocesan General Hospital 
           April 27, 2007 – April 1, 2008
Radiology / Diagnostic Imaging Department





              Allarey Extension, Lucena City, Philippines
Position:  Diagnostic Imaging Data Encoder / Clerk

 Duties and Responsibilities:

·    Receives in and out patient’s request of examinations.

·    Charges the patient for the payment of the examination done.

·    Responsible in recording the patient’s data in the logbook and in the      

          computer program.

·    Distributes the x-ray examination results to the respective nurse station    

          and out patients.

·    Responsible for filing x-ray films and results.

·    Receive phone calls
Allied Banking Corporation                                  September 7, 2006 – February 6, 2007

Human Resources Department

6754 Ayala Ave. Makati City, Philippines

Position: Data Encoder

Duties and Responsibilities:
· Editing documents & pictures

· Scanning of new  pictures / documents

· Updating of 201 file and Encoding of new hired employee

Asia Link Finance Corporation

          March 1, 2006 – July 4, 2006
Emerald Ave. Ortigas Pasig City, Phil.

           
Position: Credit Review Assistant
Duties and Responsibilities:

· Making calls to the Borrower who wants to loan & verify the borrower status
· Has a strong Orientation in Customer Service
On – the – Job Trainee

Social Security System (SSS), Lucena City, Phil.               June 1, 2005 – August 4, 2005

Position: Clerk, Data Encoder

Duties and Responsibilities:
· Assist Customer / Entertain inquiries of the customer

· Encoding of documents

· Filling Documents / Files

PERSONAL  DATA:

Date of Birth


:   October 27, 1983

Place of Birth


:   Candelaria, Quezon, Philippines
Age



:   24 years old
Civil Status


:   Single

Citizenship


:   Filipino
Height



:   5’2
Weight


:   100 lbs  

Religion


:   Roman Catholic
Language / Dialects

:   Filipino & English
EDUCATIONAL BACKGROUND:

College


:   Bachelor of Science in Computer Science

                                                     Year Graduated: May 12, 2006  





:   AMA Computer College 

                                                   Lucena City, Philippines (2002-2006)
SPECIAL SKILLS:
· Data Encoding, Filing / Records Management

· Proficient in Oral & Written Communication both in English and Filipino

· Computer literate (MS Word, Excel, PowerPoint, Web Surfing)

· Flexible, Goal Oriented, Fast Learner, Hardworking

TRAINING and SEMINARS ATTENDED:
”Careers in Information Technology”

        November 25, 2004

        Computer Studies Society

        AMA Computer College  

“Computer Threats and Security”

          August 10, 2005

          AMA Computer College

“Digital Video Production”

  June 22, 2005

  AMA Computer College Lucena City

 “Computer Graphics Editing Using   

               Macromedia Fireworks”

         November 7, 2003

         Computer Studies Society

               I hereby certify that the above information is true and correct to the best of my knowledge and belief.

