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Summary

Experienced in IT, Office and Administrative support, Call Center and Business Processing Outsourcing industry. Proficient in some of Computer Software and Applications such as SGML, HTML, XML, Microsoft Excel, Microsoft Word, Microsoft PowerPoint, and MS Access. Detail oriented, proficient organizer with the ability to train others. Team player with emphasis on quality. Able to focus on project, develop strategies and meet or exceed deadlines. Ability to build strong rapport with personnel, clients, and associates based on knowledge, professionalism, and integrity. Enhance knowledge and skills through continuing education opportunities.
Educational Profile

Certificate - AutoCAD Certification
March-June 2005

AMA Computer Learning Center, Lipa City, Batangas, Philippines

Bachelor of Science in Computer Science
1998-2002

De la Salle Lipa, Lipa City, Batangas, Philippines
Skills and Qualifications

· Programming - Turbo C, Microsoft Visual Basic 5 & 6, FoxPro 6, JavaScript, SGML, HTML, and XML
•
Operating System - DOS, Microsoft Windows XP, Windows 7, and Windows 2008
•
Other Computer Applications - MS Word, MS Excel, MS PowerPoint, MS Outlook, Adobe Photoshop, Acrobat, Servant Salamander, MathML, UltraEdit, and AUTOCAD
•
Sales
Employment Experience
· Position: IT Plotter/ Data Encoder

Company Name: Media Track Sea Inc.
December 2011 up to February 23, 2015
                                 Unit 2208 Jollibee Plaza Condominium, F. Ortigas Jr. Rd.,
                                 Ortigas Center, Pasig City, Philippines
      Work Description:
· Responsible for data encoding
· Responsible for checking the accuracy and quality of the content
· Analyzing the content of the media source
· Position: Outbound Sales Representative - Healthcare
Company Name: Magellan Solutions Outsourcing Inc.
Feb. 2010 to Sept. 2011
                                   4th Floor Security Bank Bldg., 228 Ortigas Avenue
                                 Greenhills, San Juan, Philippines, 1502
      Work Description:
· Responsible for selling and managing complete range of client’s products and services.

· Understand the Sales Process and Consultative selling skills

· Contribute by providing highest levels of prospect and customer satisfaction

· Adhere to sales targets set by the client – individual and team targets
· Position: Office Administrator
Company Name: JE_AN PALAY TRADING
January 2008 to January 2010
                               Sampaguita, Naujan, 

                                      Oriental Mindoro, Philippines           
           Work Description:
· Provide clerical and administrative support
· Implementing office procedures
· Preparing presentation

· Dealing with telephone calls and email inquiries
· Creating and maintaining filing systems

· Arranging meetings, events and appointments

· Organizing and storing paperwork, documents and computer-based information

· Position: Legal IT Secretary
Company Name: Joethy & Co.
April 2007 to December 2007

                                       111 North Bridge Road

                                       #07-01 Peninsula Plaza, Singapore 1709098           
           Work Description:
· Secretarial Duties of a Legal Secretary
· Duties include electronic filing of documents in court

· STARS E-Lodgement of documents with Singapore Land Authority (on-line) 

· Commercial Banks

· Liaising with Crimsonlogic

· SLA and other Authorities

· Analyzing and preparation of legal documents and information requiring computer skills with high standard.
· Position: Content Analyst/Data Technician
Company Name: SPi (Solution People Innovation)
June 2002 to February 2007

                                       Carmelray Industrial Park II,

                                       Calamba City, Laguna, Philippines           

           Work Description:

· Providing service to the clients and to develop long-term relationship with the clients 

· Project documentation

· Converting journals, books, magazine, encyclopedia, data, etc. into

                            computerized database files

· Responsible for structuring, edit checking, random checking of SGML and

      XML files, and verifying source documents according to the prescribed job  

       standard.

· Perform quality control related activities such as coding equation, file

      modification, parsing, listing, and clerical work.

· Responsible to perform other department duties such as scanning, zoning, data entry and quality inspection

