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Objective
:  
To find a challenging job and rewarding position and to be an integral part of a growth 

oriented organization wherein I can contribute my skills and experience to the 

organization’s growth.

Strengths     :


· Team player, hardworking, self-motivated and ambitious

· Goal oriented and ready to take on new challenges

· Good at working under pressure

· Honest and enjoy responsibility

· Has keen interest in dealing with people, with good negotiating skills.
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Teacher-I (Computer Education) / Office Personnel

  Community Vocational High School (Philippines)


   June 2002 – January 2006

· Teach students on computer manipulations.

· Supervises the growth of the learner’s performance in hands on exercises.

· Checks the learner’s outputs to ensure correctness.

· Reports the students’ performance to the school head for the further analysis.

· Evaluates files and other important data encoded by the students for necessary revisions or improvements.

· Assist the users who not yet familiar in NET surfing and other related task.

· Gives input on some important commands and basic information that must necessarily be mastered by computer users.

· Taught Introduction to computer running windows 95/98/XP also Computer hardware and repair and different software’s with advance technology information.

· Responsible for maintaining School Computer, running windows 98, XP and Local Area Network running windows 98/XP
        

   Office Personnel/Staff
                             June 2002 – May 2003
· Greet and assist walk-in visitors to our office.

· Answer telephone calls with outmost respect  

· Assist with accounts payable, prepare checks.

· Assist in payroll preparation.
· Secures the filing of important documents of school

· Encodes office data with efficiency and accuracy.

· Attends to the needs of the students & co employees with utmost concern.

· Observes excellent maintenance of the school computer system.

· Troubleshoots Hardware and Software problems.

· Data Backup at (CDR, CDRW, DVDR, Floppies) and Recovery. 

· Other duties assigned from time to time.
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          Costumer Service Representative

             CitiMart (Philippines)


               May 2001 – June 2002

· Maintains a service-oriented attitude when dealing with customer ‘s complaints received by our Department

· Answers customer questions and resolves issues relating to claims, warranties, and servicing products. 

· Provides basic customer support over the phone in accordance with company policies and procedures.

· Continually uphold working knowledge with regards to company products, services, and promotions.

· Make recommendations according to customers' needs on features, equipment, accessories which may involve achieving a sales quota.
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Extensive knowledge in Computer Software:
Windows 95 & 98, Win Millennium Edition, Windows XP, Microsoft Office 97,98 & 2000, XP, 2003, Microsoft FrontPage, Adobe PageMaker 6.5 & 7, Adobe Photoshop and Corel Draw 10
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Extensive knowledge in PC Trouble Shooting (Hardware), Installation of Software
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Programming Language: FoxPro 2.5, FoxPro for Windows, M. S. Office Macro


HIGH SCHOOL


:  Western Colleges 


YEAR ATTENDED

:  1993 – 1997

COLLEGE


:  Divine Word College of Calapan (Philippines)


 YEAR ATTENDED

:  1997 - 2001

GRADUATE


:  Bachelor of Science in Computer Science


 NATIONALITY                    :  Filipino
          BIRTHDAY


:  July 4, 1980


CIVIL STATUS

:  Single
Visa Status

:  Visit Visa
Language Ability
:   Filipino – Fluent





    
    English – Fluent
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         Leadership Training Seminar

 (July 20 – 22, 2000)
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 Advanced Desktop Publishing Seminar



 DWCC Audio Visual Room



 (January 29, 1999)
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Visual Basic 6.0 Seminar



 DWCC, CLAB 1 



 (January 13, 2001)
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 Exploring Computer Hardware with Information Technology



 DWCC Audio Visual Room 

 (September 4, 2000)

[image: image10.png]




Circuit Development and Interfacing 

DWCC, ECE Laboratory  


 (August 20, 2000)
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Computer Security and Troubleshooting Seminar 

DWCC, Audio Visual Room 

 (August 27, 2000)
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