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Al Hamriya Palace
Bur Dubai, Dubai, UAE  dongabrielramos08@gmail.com
OBJECTIVE
To work in a company where I can apply my skills and knowledge acquired through years of learning in pursuit of company growth and personal development.
PERSONAL INFORMATION
Date of Birth  : September 16, 1982
Place of Birth : Cavite City, Philippines
Nationality
: Filipino
Gender
: Male
Civil Status   : Single
Languages
: English and Tagalog
Visa Status   : Tourist Visa
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Tertiary
Associate in Computer Technology
San Sebastian College – Recoletos
June 1999 – April 2002
Cavite City, Philippines
Secondary
Cavite National High School
June 1994 – April 1998
Cavite City, Philippines
SUMMARY OF QUALIFICATON
· Highly motivated and professional individual with extensive experienced as Data Encoder with strong computer skills. Work well independently, or with a diverse group of people and personalities. Consistently meets productivity standards and completes all duties in a timely manner. 
EMPLOYMENT HISTORY
EMPLOYER
ENC Data Encoding Services
JOB TITLE
Data Encoder
Cavite City, Philippines2013-2014
Duties & Responsibilities:
· Responsible for entering information from documents such as personal information, business address and business numbers into computer to be stored and transmitted to the appropriate area within the organization or used for research purposes. 
· In charge of editing current information. 
· Consistency checks accuracy and completeness. 
· Reads the information and keys the data into the necessary fields and often compares the entered information with the source to identify errors and notify supervisors. 
· Responsible for storing and filing completed information and maintaining records of work tasks and completed documents. 
EMPLOYER
Antel Grand Village Real Estate
JOB TITLE
Sales Agent
Kawit Cavite, Philippines
2013 (6 Months Contract)
Duties & Responsibilities:
· Present purchase offers to sellers for consideration. 

VOCATIONAL
Restaurant and Coffee Shop Leading to FBS NCIII (Barista Course)
Asian Touch International Institute, Inc. (TESDA)
September 2009 – October 2009 Cavite City
HTML Web Page Design
Cavite City Technical and Vocational School (TESDA)
June 2008 – November 2008 Cavite City
Basic Computer Technician
Cavite City Technical and Vocational School (TESDA)
June 2008 – November 2008 Cavite City
Basic Computer Course
Cavite City Institute of Technology
June 1998 – September 1998
Cavite City



· Confer with escrow companies, lenders, home inspectors, and pest control operators to ensure that terms and conditions of purchase agreements are met before closing dates. 
· Interview clients to determine what kinds of properties they are seeking. 
· Prepare documents such as representation contracts, purchase agreements, closing statements, deeds and leases. 
· Coordinate property closings, overseeing signing of documents and disbursement of funds. 
· Act as an intermediary in negotiations between buyers and sellers, generally representing one or the other. 

EMPLOYER
LBC Express Inc.
JOB TITLE
Internal Mail Department Associate
General Aviation Compound, Domestic Road,
Pasay City, Philippines
2011-2013
Duties & Responsibilities:
· Responsible for the receiving and storing of all incoming pending cargoes. 
· Responsible for processing and dispatching of all the requests of branches regarding the pending cargoes. 
· Preparing a “Final Notice of Disposition” that is going to be sent to the shipper. 
· Maintaining a record of all the list of shipments subject for disposal. 
· In charge for the preparation of the Monthly Weight Report Summary which is submitted to the VP of Systems. 
· Manage inquiries from different concerned departments, team and customers regarding pending shipments. 
· Data Encoding of International shipment. 
· Responsible of providing Summary report of all Scanned – in International shipments within a day. 
EMPLOYER
SM Supermarket
JOB TITLE
Warehouse Staff
Bacoor Cavite, Philippines
2006 (6 Months Contract)
Duties & Responsibilities:
· Monitoring space and tracking stock levels 
· Ensuring products are stocked correctly and safely especially chemicals and food. 
· Taking delivery of goods and supplies 
· checking for damaged or missing items 
· Keeping records of stock 
· Cleaning work areas 
· Storing goods. 

Computer Skills
· Microsoft Office (Outlook, Word, Excel, PowerPoint) 
Reference
Available upon request
I am honest, sincere and hardworking. I always seek opportunities to learn. I can easily adapt to every situations in a multi-cultural environment. Having a good personality is my asset to hurdle challenges and obstacles successfully.
I CERTIFY THAT THE ABOVE INFORMATIONS ARE TRUE AND CORRECT.
_____________________
DON GABRIEL RAMOS

EMPLOYER
Genetic Computer Institute

JOB TITLE
Administration Staff
Pasay City, Philippines
2004-2005
Duties & Responsibilities:
· Prepares monthly reports on financial statements, which includes income statement and operation expenses. 
· Manage and prepare daily cash report remittances. 
· Manage subordinates / co-employees regarding work-related and internal concerns by holding regular staff meetings. 
· Organize co-employees designation/assignments. 
· Encode documents and prepares administration reports. 
· Responsible for the maintenance of the computers. 
· Handles clients concerns and complaints by using electronic mail messaging and telephone. 
· Provide after sales service to clients. 
· Communicate with their computer units concern, inform and advise them on work performed, the conditions of the units and future repair requirements. 
EMPLOYER
Planet Box Internet Café
JOB TITLE
Technical Consultant / Data Encoder
Cavite City, Philippines
Part Time 1997 - Family Business
Duties & Responsibilities:
· Prepares daily reports on financial statements, which includes income statement and operation expenses. 
· Responsible for entering data into the log book. 
· Manage and prepare daily cash report remittances. 
· Encoding data paperwork. 
· In charge for the maintenance of the computers. 

