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PROFILESUMMARY:

PursuingapositionwhereIwillbeabletoutilizemyknowledgeandinterpersonalskillstocomplementthosethatIhave
learnedfrom schoolinanactualworkenvironment,tonotonlyallowmyselftogrowpersonallyandprofessionally,butto
firmlycontributetowardstheachievementofthemissionandvaluesofthecompany.

WORKEXPERIENCE:

GRAPHICDESIGNER
MACAW ADVERTISING-ALKARAMA,DUBAI-UAE
October13,2021topresent

 Createdesign,concept,andsamplelayoutsbasedonknowledgeoflayoutandestheticconcepts.
 Revampedcompanylogoandbusinesscard,boostingimage.
 Recommendedandconsultedwithclientsonthemostappropriatedesignoptionbasedontheiroverallmarketing

goals.
 Printingandmakingt-shirt,mugs,brochures,businesscard,roll-up,sticker,bagsetc.
 Installingroll-up/banner,door/wallstickerandsignage.
 UpdatingandMonitoringnewandpendingprojects.
 MakingQuotationsandInvoicesforeachproject.
 Packaginganddeliveringoffinishedproject/producttotheclient
 Cleaningandarrangingdisplayeditems,andbrochures.

HRASSISTANT|HRDDEPARTMENT
DENRREGIONVI-ILOILO,PHILIPPINES
August5toJanuary7,2020

 Maintainemployeedataandkeptupdatedaccountsofallemploymentdigitalandelectronicsrecords.
 Updatingstaffrecords,andcoordinatingtrainingsessionsandseminars.
 Administeredpayrollinformation,compensationmaterials,andbenefitsprograms.
 Tallyingofgatherdatafrom thetrainingsessionsandseminars.
 Compilingdataaboutemployee:payroll-suchashoursworked,taxes,pensioncontributionandalsotimesheets.
 Assistingotherstaffingeneralcorrespondence,makingofcertificate,faxing,printing,scanningandphoto

copying.
 Answeringphonecalls.

DATAENCODER|ITDEPARTMENT
MSPANAYINC.-ILOILO,PHILIPPINES
March6toAugust19,2016

 DataentryofallbranchesinPanay.
 DatainputandmanipulationinExcelSpreadsheetandAccessDatabase.
 UpdatingthestatusofSalesReportinDatabase.
 Manualenteringandverificationofcustomerrecordsandorders.
 Ensuringallinformationonthesystem isaccurateandup-to-date.
 Monitoringthedailyattendanceofeveryemployee.
 Organizedforms,madephotocopies,printing,filedrecordsandmakecorrespondencereports.
 AssistingtheDepartmentHead.



SKILLS:

 Computerliterate:MicrosoftOffice
 BasicGraphicDesigning/VideoEditing
 BasicProgramming
 Adaptiveskills(hardworking,efficient,canworkwellunderpressureandafastlearner)
 Thrivesinafastpaced,growingenvironment
 Excellentcoordinatingskills
 Hasabilitytoworkindependentlyorasapartifateam
 Resourceful,inquisitive,self-motivatedandpossessstronginterpersonal
 Enthusiasm forcontinuallearning
 Alogicalmind
 Patience

PERSONALDETAILS:

Dateofbirth: July30,1998
Nationality: Filipino
VisaStatus: VisitVisa
CivilStatus: Single
Language: English,TagalogandHiligaynon

EDUCATION:

2016-2020 BachelorOfScienceInformationandCommunicationTechnology
WestVisayasStateUniversity-Philippines

2010-2014 BurakNationalHighSchool
Maasin,Iloilo-Philippines

2004-2010 SaintJulianAcademy
Janiuay,Iloilo-Philippines

Iherebycertifythattheaboveinformationcontainedinthisresumeistrueandcompletetothebestofmyknowledge.
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