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BALBUENA, JAY ANN PASASADABA
 

jayannbalbuena1998@gmail.com 
09753166297
 
PERSONAL INFORMATION 
 
	Date of Birth:   
	January, 14 1998 

	Place of Birth:  
	Cebu City 

	Age:   	 
	23

	Sex:   	 
	Female 

	Civil Status:   
	Single 

	Religion:  	 
	Roman Catholic 

	Nationality:  	 
	Filipino 


 
EDUCATIONAL ATTAINTMENT 
 
	Tertiary:  
	 
	Bachelor of Science in Information and Communication Technology(BSICT) 

	 	 
	 
	CEBU TECHNOLOGICAL UNIVERSITY- MAIN CAMPUS(CTU-MC) 

	 	 
	 
	M.J. Cuenco, R. Palma Street, Cebu City, Philippines 

	 	 
 
	 
	2014-2018 

	Secondary:  
	 
	UNIVERSITY OF THE VISAYAS PARDO CAMPUS 

	 	 
	 
	M. Dela Victoria St., Pardo Cebu City 

	 	 
 
	 
	2011-2014  

	Elementary: 
	 
	PARDO ELEMENTARY SCHOOL 

	 	 
	 
	Pardo Cebu City 

	 	 
	 
	2005-2011 


 
WORK EXPERIENCE/ OJT (INTERNSHIP) 
 
Administrative Assistant and Information Technology Intern 
ICONNECT TECHNOLOGIES INC. (2017-2018)
 

Admin Assitant for 2years
ICONNECT TECHNOLOGIES INC.  - Present 



Proficient in Microsoft Word, Excel, Outlook, Powerpoint
Zoho Books, Zoho Sheets
Business Knowledge
Accurate data entry
Filling/paper management
Bookkepping
Eager to learn new field of work
Managing Petty cash

CERTIFICATION/SEMINARS  
 
Certified Informatics Group- 2014 

 
 
 
REFERENCES 
    	 
Carvy Diolin  
 
 
SKILLS/TALENT
 
 
 
 

Account Manager 
09177403550
 
Jun Adane 
Account Manager   
09457010094 
 
