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Sharjah, United Arab Emirates

Position Desired: ADMIN AIDE/IT SUPPORT/SALES STAFF/RECEPTIONIST/CUSTOMER SERVICE
OBJECTIVE

To make optimum use of my skills and capabilities in a reputable organization that will offer me a chance to grow and enhance my career opportunities.

Personal Profile                                                     

A self motivated individual who is able to work independently with minimum supervision. Strong interpersonal skills developed through regular client facing and negotiations with various stakeholders in the local government and private sector.  Willing to undergo training and be assigned in different areas of endeavors.
Work Experience                      
Store Keeper cum Waiter






November 2012 – November 2014
Restaurant and Cafe

Dubai UAE

· Checking the supplies from time to time

· Check with customers to ensure that they are enjoying their meals and take action to correct any problems.
· Serve as waiters, serving food and often handling payments
Administrative Aide IV/IT Support Specialist




March 2006 – August 2012

Planning & Development Coordinator Office, Local Government Unit

Aurora – Philippines

· Provided administrative support to the Local Government Unit team
· Maintained records, filing, drafts and correspondence of the government officials and other staff
· Representative in IT related projects, trainings & seminars 
· Arranged quotes from supplier and assisted in the purchase of computers, laptops and other office materials
· Designed and maintained the official website of Dingalan, Aurora 

· Prepared Hazard, Boundary, and Location Maps with GIS Software

· Performed diagnostics and carried out troubleshooting of computers
· Designing & preparing tarpaulin, brochures and flyers for the government programs & activities
· Knowledgeable in GPS  and Projector 
· Performed hardware and software installations
Sales Representative/Sales Associate





November 2009 - August 2012
Clothing Company

Dingalan, Aurora - Philippines

· Responsible for describing a product’s features
· Responsible for  demonstrating its use,
· Showing various models and colors of the companies merchandise
· Make out sales checks, receive cash, checks, debit, and charge payment
Education                                                    

Wesleyan University-Philippines, Cabanatuan City, Philippines

Bachelor of Science In Commerce, Major in Computer Science

2000- 2004
Trainings/Seminars                                       

BASIC FOOD HYGIENE

Dubai United Arab Emirates

April 1, 2013

QUANTUM GEOGRAPHIC INFORMATION SYSTEM TRAINING  

Subic Bay Freeport Zone Philippines

April 17-20 2012  & July 23-27, 2012

RAPID EARTHQUAKE DAMAGE ASSESMENT SYTEM TRAINING

Baler, Aurora, Philippines

March 1–5, 2010

WEBSITE ADMINISTRATION 

San Jose City, Nueva Ecija Philippines

September 23-25, 2009

PHILIPPINE GOVERNMENT ELECTRONIC PROCUREMENT SYSTEM
Ortigas Center, Manila Philippines

May 19-21, 2007
LOCAL GOVERNMENT PERFORMANCE MANAGEMENT SYSTEM

Baler Aurora & Baguio City Philippines

May 7-9, 2007, April 12-14, 2012
Additional Qualifications                                          

· Proficient in MS Office (Word, Excel, and PowerPoint), Photo Editing, Other Software and Trouble Shooting

· Team player with good communication and interpersonal skills
Personal Background                                                  

Birthday:                              November 24, 1980

Nationality:                         Filipino

Visa Status                           Employment (Transferrable) 
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Available upon request

