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Address: # 15 Pasicolan St. Cataggaman Viejo, Tuguegarao City
Contact No: 09707407324
Email Add. cjhay.baccay.sbo@gmail.com

 

Career Objective:
		   To attain a challenging and rewarding position that will best fit my qualifications in an organization that values integrity and professionalism.


PROFESSIONAL BACKGROUND:
          A graduate of Bachelor of Science in Computer Science and who have been exposed to a different field where I believed will give me the best opportunity and experiences that will best suit my degree and its continuing education that will give me the knowledge to adopt a new learning horizon in preparation for my future career and endeavors and to become an asset. I had also contributed a significant change in the revision & improvement of the company’s existing policies and procedures on internal control.



PERSONAL INFORMATION  


Date of birth:  				              June 05, 1996	
Age:                                                                              25
Gender:    			                            Male
Nationality:  				             Filipino
Status:                                                                         Single
Height:                                                                         5’4
Weight:                                                                       72kgs
Place of Birth: 				             Cataggaman Viejo, Tuguegarao City
Religion:                                                                      Roman Catholic





EDUCATIONAL ATTAINMENT 
Tertiary:         Bachelor of Science in Computer Science
                         Florencio Vargas College-Tuguegarao
                         Graduated March 2016
Secondary:    Cataggaman National High-School
                         Cataggaman Pardo, Tuguegarao City Cagayan
    		    Graduated March 2012
Elementary:    Catagamman Elementary School
                          Cataggaman Viejo, Tuguegarao City
                          Graduated March 2008  


PAST JOB DESCRIPTION 

Company: Sierra Business Outsourcing.
Year     :   July 2017-2018
· Position:  Agent Assistant / Virtual Assistant 

JOB DESCRIPTION 


· Answered question and handled complaints from customer regarding bills
liaising with staff supplier and clients

· Manage contract and price negotiations with office, service providers and office least

· Reach the out the Clients for unpaid bill and attempted to collect from them


· Company: RRJ Company
Year      :  2016-2017
               Position:  Sales Assistance and Stock Man



JOB DESCRIPTION
               
· Manage and maintain the storage conditions of goods received in the warehouse
                    
 
· Stock the Shelves of the warehouse with Goods and keep inventory 
              
·  Receive Merchandise that comes into the warehouse and ensure that the                                    merchandise is unloaded and stored according to established procedure


·  Maintain the cleanliness of the storage and enhance the appearance of the adopting the most appropriate display techniques
 Company:   JNT Express
Year      :  June 2021-2022
· Position:  Office In Charge 

JOB DESCRIPTION

     
· Attending meetings with senior management


·  organizing meetings and managing 
 
 
· Answered question and handled complaints from customer

               
· Organizing induction programmers for new employee
   
              
·  Maintains, checks and updates employee data in data base (ON)

              
· Constantly communicates and coordinates with all the areas to support and exchange data or information needed 

              
· Produces weekly Reports 

     

       
INTEREST SKILLS 

 Can perform quality care and good interpersonal skills, Computer literate

REFERENCE 

 Ms. Donabelle O. Lucas
Accounting in- Charge
Universal Leaf Philippines, Inc.
0915-174-7269
Don_lucas@universalleaf.com

Allan Jan Azada
Area Coordinator of Unilever
09196317343
alanjanazada@yahoo.com
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