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Job Objective: Experienced Technical Support representative looking for work within your company. Professional growth and development in software and hardware technical support.
Highlights of Qualifications: 
· Admirable experience in taking good quality of customer service.
· Deep knowledge complex technical issues.
· Innovative and articulate technical support professional with 1 years of work history in IT support and networking environment.
· Immense ability to manage multiple projects at one given time 
· Exceptional ability to work with involvement team systems 
· Excellent skills to analyze problems and resolve it effectively 
· Skilled to manage time and complete projects 
· Proficient in maintaining all details
Professional Experience:
KDDI Singapore Pte. Ltd. (Dubai Internet City, UAE )

IT Helpdesk Support/ Administrative / Purchasing / Document Controller

(Jan. 2015 to Feb. 2016)
Provided business-clients with efficient support – Responded to phone calls.Excellent Communicator, capable of explaining complex technical issues quickly and easily, ensuring timely resolution of problems.
First level of troubleshooting to achieve excellent analysis of the problem.
Installed software, configured and tested customer PC’s, analyzed functionality of peripheral appendages.
Diagnose and repair internet service.VOIP, LAN Networks, wireless and email features.Worked effectively in creating a request to replace defective hardware and software.Instructed and trained end-users regarding computer literacy.Taking care of all Documents, purchasing activities to our vendors.Assigned as an Admin. of our company handling Tecom Issues.Booking Courier by emailing and calls, Monthly Report, all expenses and Purchased to Different vendors.Dealing Distributors, Local and Int’l.Handling, ordering, writing Cheque payment to supplier.Making Quotation, Purchase Order list, Delivery Order list.
AYAD GROUP (RAS AL KAIMAH, UAE) 
RECEPTIONIST / SECRETARY(25-07-2013 to Jan 2015)

To greet and received incoming calls from the costumers.  Checking receiving emails and response what they’re needed.

Taking offer letters to my colleague, editing some important document, like Local Purchase order, Credit Application Form.
Assigned also to update all Car License into their system. Filing important document, arranged alphabetically by section/ title per the existing standard operating procedure   

Assisting to my entire colleagues regarding their needs, like faxing and copying important documents and editing their papers dealing and Booking from Customer thru Phone and, Hotels and set meetings of important peoples to our General Manager.
Making and handling Logistic reports, for all arriving shipments, and calling them what was the status for picking up of those containers.  
Excellent written and oral communication skills, Computer literate (Windows base, Microsoft Word, Excel, Power Point, Dos Based programs, Internet Operation.)

INDIGO RENT A CAR JLT(DUBAI MARINA, UAE)
SALES ASSISTANT July. 13, 2012 to June 2013

Dealing Customer for Renting a Car.
Making Agreement Sheet of costumer.

Encoding and making computation from their system.

Receiving payment from the Customer.

Always updating and checking available car manually    and thru their System.

Making vehicle movement from Branch to Main Branch office.

Checking and making Police System Report regarding

Customer documents into their Police website.

Dealing and Booking from Customer thru Phone and Internet Website.

Handling, charging customer Credit Cards into C.C. machine.

Arranging document Files from old customers, to new customer thru papers and files into scanned copies document from their Personal Computer.

ALICIA NATIONAL HIGH SCHOOL (Philippines.)

LIBRARIAN(Feb 2009 to June 2012)

To take charge for encoding and receiving their Library Cards.
Responsible and gathering papers.

Set up proper setting of books.

Handling some important documents. 

Dealing with Student regarding their needs.

Maintain cleanliness of the environment. Assigned as inventory of their books.
Monthly Checking Petty Cash and Tally the computation of the exact and remaining balances of tuition fees. 
Education: 
Graduated in Bachelor of Science in Computer Science (4yrs)
STI COLLEGE CUBAO 

Graduated 2004
Seminars:Computer Hardware Servicing
TESDA :KATIPUNAN METRO MANILA PHIL’S
April 9, 2008 - June 20, 2008
Autocad Basics
AMA Computer Learning Center- 
2005 - 40hrs
