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CAREER OBJECTIVES











Seeking a position with a company that will allow me to utilize my skills as a fast learner, take on new challenges, and where my knowledge and skills can be applied.














Company: Restaurant LLC Saladworks


Company Industry: Food and Beverages


Position: Waiter


Duration: May 2014 – Oct. 2014


Location: DIP Green Community, Dubai





Job Description:


	


Take orders from patrons for food or beverages.


Check with customers to ensure that they are enjoying their meals and take action to correct any problems.


Serve food and/or beverages to patrons; prepare and serve specialty dishes at tables as required.


Remove dishes and glasses from tables or counters, and take them to kitchen for cleaning.


 Clean tables and/or counters after patrons have finished dining.


Explain how various menu items are prepared, describing ingredients and cooking methods.


Garnish and decorate dishes in preparation for serving.











Company: Vallacar Transit Incorporated


Company Industry: Bus Transport Company/ Manufacturing


Department: Management Information System (MIS)/FINANCE 


Position: Statistical Data Processing (SDP)


Duration: June 2012 to March 2014


Location: Bacolod City, Philippines 6100





Job Description:





Supervise all data encoders


Manages the up keeping computer


Administers the corporate data base and network


Operates and maintains the supporting I.T. infrastructures both hardware and software.


Sends, receives and distribute emails to concern department





Check emails 1st hour in the morning and after the succeeding office hours.





Provides all email transaction, scanning hard copy, downloading, uploading data





WORK EXPERIENCES





EDUCATION














Bachelor of Science in Engineering


Major in Electronics Communication


University of St. La Salle


Bacolod City, Philippines








Committed to professional excellence, organized and flexible.


Good time management skills, with the ability to Multi task.


Eagerness to “think outside the box” and consider new possibilities.


Ability to maintain a good working relationship with all co-workers. 


Immense passion dealing with the public and strong    enthusiasm.











PC Hardware/ Software





PC assembly and disassembly partitioning and formatting, Windows OS installation, application and driver installation, basic windows troubleshooting.





Computer Application





Microsoft Office: WORD/ EXCEL/ POWER POINT/ OUTLOOK. Little knowledge of Microsoft Dynamics.














Date of Birth	:  August 2, 1988


Nationality	:  Filipino


Sex		:  Male


Civil Status	:  Single


Language	:  English 


Religion		:  Roman Catholic














QUALIFICATIONS





TECHNICAL SKILLS





PERSONAL DETAILS











Michael Laboy


Nurse / Clinical Instructor


Philippine Orthopedic Hospital


+971 50 3558192





		





NAVIGATIONAL AID SEMINAR


Benjamin Hall, University of St. La Salle


Bacolod City, Negros Occidental


November 14, 2009





Free Space Optics Seminar


Room 10, University of St. La Salle


Bacolod City, Negros Occidental


February 28, 2010








WIMAX Seminar


Mini Auditorium, University of St. La Salle


Bacolod City, Negros Occidental


January 15, 2011











SEMINARS/TRAINING ATTENDED








Monitoring daily back ups


Provides all email transaction, scanning hard copy downloading and uploading


Assist computer users in computer related problems either software or hardware


Install networking and O.S. of computers


Maintain normal operation of all computer program maintain 95% operational condition of system & hardware units


Promptness of assistance to user in there day today computer problems provide assistance upon request.


Prepares and computes any back wages, differential, withholding tax refundable of the employee as provided


Process ATM transaction of the employee submitted to the bank every 15th and 30th day of the month


Performs other related functions which may be assigned by the Finance Manager or any authorized officer


Generates Monthly Reports of the following:


High fuel consumption summary


Fuel consumption of per bus/driver


Route monthly summary report


Per bus summary report


Daily collection report


Break-even analysis


Attendance Incentives (regular employees)





Company: Vallacar Transit Incorporated


Company Industry: Bus Transport Company/ Manufacturing


Department: Management Information System


Position: Inventory Crew


Duration: January 2012 to May 2012


Location: Bacolod City, Philippines 6100





Job Description: 





Assigned in warehouse MCD 1


Organizing, counting, filling stocks on hand


Encoding of inventory code


Data encoder


Receive trucks and unload merchandise.


Stack merchandise on racks.


Stock warehouse with tools.


Ensure machinery is serviced and functional.


Check in merchandise and affix labels.


Match purchase orders to sales orders and distribute to sales associates for processing.


Move materials off racks and package for shipment.


Fill requisitions, work orders, or requests for materials, tools, or other stock items.


Follow all safety codes.


Record amounts of materials or items received.


Sort material according to size, type, style, color, or product code.


Carry out tasks as assigned by the warehouse supervisor / manager.


Identify damage, loss, or surplus of goods and materials stored in the warehouse.


Compile inventory balances and price lists.


Maintain records of all activities and processes pertaining to the storehouse.


Delegate duties as necessary.











		























