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SHERALYN A. MATUGUINA 
P7 B10 L54 Tierra Nevada Subdivision
Barangay San Francisco,

General Trias, Cavite, Philippines  4107

(+63)995-9311042; (+63)961-0800050
E-mail:   sheralyn@osg.gov.ph
EMPLOYMENT HISTORY:

November  2008 – Present, Office of the Solicitor General

Computer Maintenance Technologists III (Computer and Network Users Support Manager / Assistant Network Administrator)

•  Supervise, manage and coordinates activities of Computer and Network Users Support staffs.  Assist in solving non-routine software, hardware and procedure problems using computer and manuals.

•
Administer Network workstations utilizing TCP/IP and Windows System

•
Evaluate and/or recommend purchases of computers, network hardware, peripheral equipment, and software

•
Perform ongoing performance, tuning, hardware upgrades, and resource optimization of the servers as required.

•
Troubleshoot networks, systems and application to identify and correct malfunctions and other operational difficulties.

•
Manage all computer activities related to operations including hardware and software troubleshooting and installation.

•
 Oversees all software installations to workstations.

•
Talk with Computer and Network Users Support staffs, computer users, supervisors and managers to determine requirements for new or modified software and hardware.

•
Provides 2nd tier support to team members.  Technical areas supported will include but not limited to desktop applications and connectivity; remote access and mobile computing and all related aspects of the technical infrastructure.

•
Test software and hardware to evaluate ease of use and whether product will aid user in performing work.

•
Write software and hardware evaluation and recommendation for management review.

July 2015 – Present, RKSM Realty

Proprietor / Licensed Real Estate Broker

•   Solicit potential clients to buy, sell and rent properties nationwide.

•
Advice clients on prices, mortgages, market conditions and other related information regarding the real estate business.

•
Supervise real estate agents for any real estate transactions

July 2008 – November 2008, Sitel Philippines
Customer Service Representative 

•  
Call clients across Britain for Virgin Media Telecommunications Services like Home Phone Services, Mobile Service, Dial-Up Services and Broadband Services.

December 2007 – April 2008, Acquire Asia Pacific

Winback Sales Representative 

•  Call clients across Australia for DODO Australia’s Telecommunications Services like Home Phone Services, Mobile Service, Dial-Up Services and Broadband Services.

• Handle Winback Accounts (Customer who already cancelled their accounts with DODO) and Retention Accounts (Customer who wishes to cancel their accounts or has already churned their services to another provider)

April 2006 – July 2007, Advanced Contact Solutions, Inc.

Customer Service Representative for Outbound Sales 

•     Call clients in the United States for Online Advertising. Verizon’s Superpages.Com

· Handles different pioneering accounts for Outbound Sales in the US such as Bellsouth’s TelCo products and DSL Services; AT&T’s TelCo Services like Long Distance, Voice Mails, DSL Services and local phone lines.

· Handles outbound sales for United Kingdom market called Orange a broadband internet service provider.

November 2005 – March 2006, Bingo Bonanza Corporation

Treasury Staff

· Handles all financial matters of the branch from cash collections, paying out of prizes up to consolidation of daily reports.

· Make daily, weekly and monthly report regarding all finances of the branch and passed it to the central office.

June 2005 – August 2005, SVI Connect

Call Center Agent for Outbound Sales 

•  Call clients across the United States on 3 different Campaigns (Shopping Essentials – a shopping discount program; Passport to Fun – entertainment discount service and Premier Health Plus – outright health discount service)

October 2000 – October 2004, STRADCOM Corporation

Area Manager - IT Site Support (LTO-IT Project)

•
Partake in the Nationwide Implementation of the Land Transportation Office Computerization System Project
•
Performs network maintenance and ensures that all network connections are running smoothly such as switches, servers, etc.

•
Provide assistance to Land Transportation Office employees in using the LTO-IT system.

•
Handles 6 offices under my supervision, coordinate all problems encountered on site and ensure that all systems are running smoothly

•
Performs system installation/update, troubleshooting and maintenance of workstations and server.

April 2000 - October 2000, Tardecilla, Verdolaga and Company
Proofreader / Data Encoder
•
Ensure that all data encoded were error free and with correct grammar.

•
Report all errors encountered.

August 1997 – February 1999, Office of the Solicitor General

Computer Operator  (IT Project)

•
Provide assistance to OSG personnel on the use of the new automated system.

•
Partake in all Project Implementation

•
Coordinate all problems encountered and ensure that the system runs smoothly.

May 1997 – August 1997, Manila Bay Tugs and Barges Inc.

Computer Programmer/Analyst

•
Make small programs for the company’s everyday use such as inventory system, time management system and records keeping system.

•
Provide assistance to the company personnel on the use of the new automated system.

•
Responsible for system installation/update, troubleshooting and maintenance of workstations.

•
Coordinate all problems encountered and ensure that the system runs smoothly.

EDUCATION:

2015


Professional Regulation Commission
Licensed Real Estate Broker

Manila, Philippines

2007


Caregiver National Certificate II
Technical Education and Skills Development Authority (TESDA) Makati City, Philippines

1993 – 1997

Technological University of the Philippines (Manila, Philippines)

Bachelor in Computer Science

(College)

1989 – 1993

Jose Abad Santos High School  
(Secondary)

(Binondo, Manila, Philippines)
1983 – 1989

Amado V. Hernandez   Elementary School 

(Primary)                    (Tondo, Manila, Philippines)
ADDITIONAL SKILLS:


Good oral and written communication skills (English and Filipino)


Adept in using Microsoft Office
   Have knowledge in hardware troubleshooting and installation (Servers, Switches, Hubs, Routers, Access Points, Personal Computers, Laptops, Printers, Scanners, etc.)
  Have knowledge in Active Directory, VOIP System, LAN, WAN, WiFi
  Have adequate knowledge in Database Management and Programming Languages 
(Software: Microsoft SQL Server, Visual Studio.NET, FrontPage 
Languages: C#, Java, Visual Basic, PHP, SQL)

Have knowledge in different Operating Systems such as Windows XP, Windows Vista, Windows 7, Window 8, Windows 10, Linux, etc.


Professionalism and sense of responsibility; Time management skills


Trustworthy, resourceful and energetic


Very much willing to undergo training and to work overtime

REFERENCES:

 Eduardo Alejandro O. Santos
Director IV, Case Management Service
Office of the Solicitor General
Makati City, Philippines (+632) 89881675
Rex Bernardo L. Pascual
Associate Justice
Court of Appeals 
Manila, Philippines (+63) 917-5088946
Liwayway Basinang
Chief
Land Transportation Office
Manila, Philippines (+63) 917-8510496
PERSONAL INFORMATION:

Date of Birth: 

15 October 1976

Place of Birth: Batangas, Philippines
Citizenship:

 Filipino


Civil Status:
 Married 

Height:


 5’4”



Weight: 
160 lbs.



Religion:

 Methodist


Spouse: 
 Ramel R. Matuguina

I hereby certify that the above information is true and correct as to the best of my knowledge.

SHERALYN A. MATUGUINA
                       
  
     Applicant

