OBJECTIVE_________________________________________________________________________________ 

A full-time staff position, utilizing my ability to work as a team member and contribute to support groups, production and testing of products and services.
EDUCATION________________________________________________________________________________ 

SAINT LOUIS UNIVERSITY, Baguio City, Philippines – October 2002

Bachelor of Science in Electronics and Communications Engineering
ACHIEVEMENTS & RELATED SKILLS___________________________________________________ 

Electronics and Communications Licensure Examination
Professional Regulation Commission, Manila Philippines, 2003
Civil Service Commission Sub – Professional Examination

AutoCAD • Adobe Photoshop • Adobe Illustrator • Orion • Microsoft Office • PCB Assembly
WORK EXPERIENCE________________________________________________________________________ 

MARKETING COORDINATOR / BOQ Support

Marketing:

· Monthly prepare design drafts and artworks using Adobe Photoshop and Adobe Illustrator for our advertisements.
· Arrange the logos and banners used in the exhibitions participated by the Division.
· Coordinate with contractors and advertising agencies for marketing needs.
· Conform to the suppliers on what is new with their products.
· In charge of product catalogues and marketing materials handed down by the suppliers.
· Arrange and prepare venues of seminars and trainings conducted by our suppliers.

BOQ / Accounts / Logistics / Administrative
· Prepare quotations/Proforma Invoices according to the salesmen’s instruction. 
· Prepare Commercial Invoices and Packing List
· Responsible with accounts payables and receivables.
· Weekly update the pending payments of clients

· Issue out statement of accounts of clients.


· Prepare requisition papers for office supplies.
· Coordinate in the transfer of items from the warehouse to the delivery point.

· Prepare Location Transfer Out and Location Transfer In though Orion.

· Check stock availability using Orion system

· Input invoiced items to the system.
· Make Invoices and Delivery notes.

· Issue out Receipt Vouchers
TUITION

Al Satwa, Dubai, UAE
Oct. 2006 – March 2007
· Provide assistance to the student for his daily lessons.

· Give extra activities in Math, Science and English for practice purposes of the student.
SUBSTITUTE INSTRUCTOR

Don Mariano Marcos Memorial State University, Mid – La Union Campus (DMMMSU - MLUC), City of San Fernando, La Union, Philippines         
                         

July .04 – Mar. 05

· Taught electrical, basic electronics, basic communications and computer subjects 

· Prepare syllabus for the teaching load

PRODUCTION ASSISTANT

TEXAS INSTRUMENTS PHILIPPINES, INC.

April .03 – May .03

· Worked on production line in the ball grid array assembly 

· Responsible for the proper adjustments of machines parameters 

APPRENTICE

TECHNICAL OPERATING CENTER, ABS-CBN, Regional Network Group

Nov. 99 – Feb. 2000

· Efficiently fed local commercials 

· Logged commercials’ airing time 

· Assisted in the outside shootings of commercials and public news 
PERSONAL__________________________________________________________________________ 

Birth Date:  
17 September 1979 



Nationality:  
Filipino      

Status:  
Single

Languages: 
English (fluent); Tagalog (fluent)
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