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Objectives

I am an energetic and enthusiastic person who enjoys a challenge and achieving personal goals. My present career aim is to work as a front office or receptionist because I love taking calls, answering phone, meeting new people clients and guest  while supporting for administrative works. The opportunity to learn new skills by ways of communicating with different nationalities and work with new technologies is particularly attractive to me. I have a clear, logical mind with a practical approach to problem solving and a drive to see things through to completion. 
Nov. 2015 – July 2016| Prestige General Services LLC

Al Quoz Industrial 4, Choitram Warehouse No. 77
P.O. Box 8386, UAE 

Receptionist/Personal Assistant
· Answered and transferred phone call outbound and inbound call
· Gathered daily reports for all workers.
· Responsible for all timesheet that will enter into the system.
· Helping making Invoices and LPO or Requisition.
· Facilitate Check collection.
· Applied Port Pass for Port Rashid and Jebel Ali workers.
· Applied OHC for workers that required by the company.
· Sending requisition/applying for Temporary ID Card for workers working in Jebel Ali.
· Making monthly report for all transaction paid through credit card.
· Maintaining record for all workers port pass and OHC expiry.
· Issued and maintain records for workers uniform.
· Monitoring for office stationary, toner or cartridges.
· Maintain records for petrol bill, vehicle bills.
· Facilitate applicant and clients who will coming in the office and serve refreshment, handling reception area clean and tidy.
· Taking notes for my superior reminder, scheduling and handling clients queries.
· Received delivery for any materials coming, received invoices, facilitate when giving check from the client.
· Using office machine fax, photocopier, ID card and photo printer.
July 2012 – Sept. 2015| Xerox Business Services Philippines, Inc.

7/F Skyrise 1 Bldg., Cebu IT Park
Lahug, Cebu City, Philippines 6000
Production Controller
· Monitor execution of job and adjust accordingly priorities for timely transmission.
· Plan and monitor movement and system issue in production to ensure continuous operations.
· Help plan and manpower needs for the production to ensure to commit the client SLA.
· Coordinate with Manager in resolving production planning and control issue.
· Work with cross-functional teams to complete the job on-time and within customer specifications.
· Ensure that all documents was received in a timely manner and send it to production on time.
· Fixed everything that causes error.
· Ensure that work is getting into transmissions.
· Check the inventory to ensure the production was making goals.
· Ensure that all is running fine.
· Data Entry Operator
· Make sure that all important fields are be filled up with the correct information.
· Avoid typo error.
· Process the documents in the most timely manner.
· Be sure the all item types are work according to specs.
June 2009 – May 2010| IL&FS Technologies, Phil., Inc.

IMC Bldg., LRA Compound East Avenue
Corner NIA Road, Diliman Quezon City
CSA/IT Support
· System Trainer – Facilitate and trained the Registry of Deed Personnel in using computer and the new system for computerization project.
· Customer Support Associate – Responsible for responding promptly and accurately to basic requests from clients.
· IT Support – PC troubleshooting, system problem, maintaining server, backup programs, installing and uninstalling programs and updating new version for the system.
June 2005- June 2010| Innodata XML Content Factory

HVG Arcade, Subangdaku Mandaue City, Philippines
Production Associate
· Edit Image – Editing screwed and web images using Photoshop.
· Web Editing – HTML Editing.
· Encoding.
· Formatting XHTML and SQL.
2005 | Cebu Marine Beach Resort

Subabasbas Lapu-Lapu City Philippines
Front Desk
· Receive local, incoming and outgoing calls.
· Front desk personnel are responsible for registering guests upon arrival and checking them out upon departure.
· Make itinerary, ticket reservation or dine or room reservations. 
Skills

· Excellent Verbal and Written Communication skills.
· Proficient  in use of personal computers and Microsoft Software.
· Speak, read and write in English.
· Strong organizational and analytical skills.
· Know to manipulate Query Analyzer.
· Computer trouble shooting.
· Self motivated.
Technical Expertise

· Hardware: PC troubleshooting and maintenance.
· Software: Microsoft Word, Microsoft Excel, Outlook and One Note.
· Operating System: Windows 7, Windows XP and Windows 2000.
· Managing terminal services.
· Set-up WebEX meeting.
· Driving.
Educational Background

1999 | Bachelor of Science in Computer Science

· Focus on Programming and Information Technology in University of San Jose-Recoletos
· 1993 | Secondary School
· Saint Alphonsus Catholic School
1989 | Elementary School
· Pusok Elementary School
Personal Information

Age: 39






Birth date: Sept. 14, 1976

Height: 5’2 inch





Weight: 160 lbs.

Religion: Church of Christ



Status: Single

Nationality: Filipino
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