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Profile:

A Bachelor of Science graduate in the field in Psychology including the well-known support of Administration and Office work with experience of outstanding staff service. High-performing, creative, and able to relate easily to clients, staff, and colleagues. 
Extensive knowledge in office organization, supply management, filing and research, as well as document development. Also well-known with computer applications and program software. 
Currently searching for a job to gain further knowledge and enhancement towards training and application, as well as to apply skills for professional growth on its respective field. Seeking role of increased responsibility and room for advancement.
Qualifications:

· Bachelor of Science in Psychology graduate

· Bachelor of Science in Information Technology

· Over two years’ experienceas Administration in office works

Trainings/Work Experience:

· Technical Support Staff - (IT department, ICTR laboratory) , Baguio City, Philippines(Aug. 2011 – Feb. 2012)
Job Description:

· Ensured optimum performance on all the computers used by walk-in students.
· Maintained the computers’ cleanliness and its user-friendly aspect of each programs installed.

· Monitored the parts of the computers to assess its working stability.

· Assisted on the errands given by the computer laboratory instructor.

· Personnel Assistant – Saint Louis University (IT department, Dean’s Office), Baguio City, Philippines (June 2012 – Nov. 2012)


Job Description:

· Organization and order of school files and student records.

· Handled accommodations to all working students as well as daily document inventory.

· Ran errands on the orders of the secretary of the dean.

· Arranged time cards for the OJT practicumers.
· Encoded data processed by the secretary.

· Library Clerk  – Saint Louis University (Library), Baguio City, Philippines

(Sept. 2013 – Feb. 2014)

Job Description:

· Organization of Student Information Sheets and Enrollment data.

· Assisted the enrollees in process of ID validation.

· Arranged books into its order of context.

· Managed database with its content of stored books.

· Monitored books borrowed by enrolled students.

· Psychometrician– Saint Louis University (Guidance Department), Baguio City, Philippines

(Sept. 2014 – Feb. 2015)

Job Description:

· Administration of Psychological Tests such as SLU-CEE, FPT, CBT, DAT, PT, ST, GPEE, VIT, NVIT, GES

· Satellite testing on different schools for administration of entrance examinations

· Organization of confidential results of each examinee.

· Ensured daily inventory of tasks accomplished on each materials used.

· Encoded results of tests to be published outside campus.

· Preparation of test materials for student counselors on their practicum
Academic Background:
Tertiary:


Saint Louis University, Baguio City, Philippines 

BS Psychology (Batch 2011-2014)

BS Information Technology (Batch 2007-2011)

Secondary:



PISCO Private School, Abu Dhabi, UAE (Batch 2003-2007)

Primary:



PISCO Private School, Abu Dhabi, UAE (Batch 1997-2003)
Personal Strengths:

· Smart, Organized, and Extremely Productive

· Possesses Leadership and Team-building capabilities
· Dedicated, Responsible and Honest Employee

· Energetic interpersonal presence, able to confidently & independently interact with others

· Good Analytic Skills in Decision-making

· Communicates well with employees, customers and top management

· Fast learner, Hardworking and Patient

· Highly dependable in keeping confidential information
Skills:

· Extensive knowledge in Microsoft Office (i.e. Word, Excel, PowerPoint, Outlook)

· Troubleshooting computers (i.e. reformatting, boosting performance, PC assembly, etc).

· Knowledge in Psychological Qualitative/Quantitative Testing and Interpretation.

· Facilitation of Group Dynamics Activities to Elementary and High School students.

· Organization and order of planning and documenting.
· Publishing confidential reports and profiles in regards to tests and journals.

· Interpersonal Skills – Can communicate in English and Filipino fluently.

· Typing Skills – Can type to at least 62 WPM.
· Organization of documents, information, and other clerical works.

· Used to working under pressure and multi-tasking.

· Proofreading documents for good quality assurance.
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Nationality: Filipino


Visa Status: Visit Visa











