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OBJECTIVE
Obtain a job with a long term prospects where my knowledge and experienced can be utilized by a progressive and innovative company.

SUMMARY QUALIFICATION
· Have excellent knowledge on computer applications such as MS OFFICE & Excel 
· Have excellent English Communication Skills 
SPECIALTIES
· Library works, Office works, Computer literate 
EMPLOYMENT HISTORY
Gabriel Taborin Technical School Foundation, Inc.Philippines
Librarian (2006 – 2008)
· Managing the whole library, Cataloging and classifying book collection 
· Responsible for staffing, controlling, budgeting, and purchasing books

· Responsible for all summary & statistical reports of the library 
· Monitor and check the book collection 

· Inventory and accounting of the books periodically  

University of Southeastern Philippines

Circulation and Reserved In-Charge (2005 – 2006)

· Responsible for recording borrowed books
· Monitor and review book collection 
· Request new editions of book collection 

· Produces statistical reports of library activities
METROPOLITAN BANK & TRUST COMPANY-Philippines
Money Sorter (April 2005 – September 2005)

· In-charge of the money sorting department 

· Receiving the endorsement of the money from the bank teller 

ACG Apartelle-Philippines
Front Desk Officer (October 2004 – April 2005)
· Responsible to all the outgoing  & incoming calls
· Coordinates with housekeeping departments if the rooms are ready for occupation

· Liaise with the bell desk to deliver luggage to the rooms

· Notes requests for wake-up calls, transport arrangements & other general enquiries
· Assign rooms and issue room keys

· Settle quests complaints with tact and diplomacy

TRAININGS & SEMINARS

· Minor Troubleshooting and Repair of Computer

· iC3KS (information, content, communication & connectivity in a knowledge society

· Librarians Catalyst for Social Change 

EDUCATIONAL HISTORY
Bachelor of Secondary Education Major in Library Information Science
University of Mindanao-Philippines, October 2004
PERSONAL DETAILS
            Age

   :
24 years old

Citizenship
   :     Filipino

   
Date of Birth
   :
March 18, 1984



Birthplace
   :      
Philippines


