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OBJECTIVES:
To seek a company where I can use my skills, experience and education to help the company meet and surpass its goals.
To succeed in a stimulating and challenging environment, building the success of the company while I experience advancement opportunities. 
To excel in this field with hard work, perseverance and dedication. 
QUALIFICATIONS
Possess excellent communication and interpersonal skills
Open to new challenges and changes in profession
Highly adaptable, persuasive, hardworking and creative
EDUCATIONAL BACKGROUND:
 Western Institute of Technology (College Graduate)

Luna St., La Paz, Iloilo City

Bachelor of Science in Computer Engineering

March 2011

Southern Iloilo Polytechnic College (College Graduate)
Bgy. Igtuba, Miag-ao, Iloilo
Associate in Information Technology

March 2003

WORK EXPERIENCE:
Fabson, Inc. (Oil & Gas Distributor)
August 3, 2013 to January 20, 2015 
Data Processing Auditor  
Duties and responsibilities:
· Collect and analyze data to detect deficient controls, duplicated effort, extravagance, fraud, or non- compliance with laws, regulations, and management policies.
· Report to management about asset utilization and audit results, and recommend changes in operations and financial activities.
· Inspect account books and accounting systems for efficiency, effectiveness, and use of accepted accounting procedures to record transactions. 

· Examine and evaluate financial and information systems, recommending controls to ensure system reliability and data integrity. 

· Supervise auditing of establishments, and determine scope of investigation required. 

· Examine records and interview workers to ensure recording of transactions and compliance with laws and regulations. 
· Direct activities of personnel engaged in filing, recording, compiling and transmitting financial records.

· Confer with company officials about financial and regulatory matters. 

· Produce up-to-the-minute information, using internal computer systems, to allow management decisions on actual, non historical data.
Fabson, Inc. (Oil & Gas Distributor)
Aug. 16, 2011 to August 2, 2013
Data Entry Operator/Sales Encoder
Duties and responsibilities:

· Strictly comply and perform in its tasks that are in accordance to its company policies and procedures. 

· Give an accurate and complete and even complete data that is necessary to the needs of the company.
· Maintain data files accurately. 
· Compile, sort, verify and correct data to be entered. 
· Review data for completeness and accuracy. 
· Contact authors of source documents to address data inconsistencies and to gather missing data. 
· Manage filing and routing of source documents after entry. 
· Maintain records of work completed.
· Update data in appropriate databases in accurate and timely manner so as to avoid backlogging. 
Other administrative duties and responsibilities:
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
· Answer telephones, direct calls and take messages.
· Compile, copy, sort, and file records of office activities, business transactions, and other activities.
· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.

· Procuring materials needed in a new customer LPG installation.
· Sales invoicing and promoting products.
· Conduct product inventory.
SEMINAR/TRAINING:

· On the job training at ECHO Call Center, Molo, Iloilo City which I am assigned in technical support for hardware and software services like installing the computer, printer sharing, downloading and uploading  files and even test calls. 
· On the job training at Philippine National Bank of Miagao and I am in charge in segregating files and assisting customers and making company documents as I entrusted to do.
· On the job training at ISAT-U, College of Engineering and Architecture, La Paz, Iloilo City and my tasks there is to troubleshoot computer and computer installation.

· Seminar and training on Computer Hardware Services, Linux Operating System, Visual Basic and C Programming language.

COMPUTER SKILLS:

· MS Word
·  MS Excel
· MS Powerpoint
· Visual Basic,
· Typing/Encoding,
· Autocad
·  C++
