Mark Anthony J. Directo[image: ]

10 Tal-lipugo, Balaoan, La Union, Philippines 2517
Tel. No.: 072-619-6779
Mobile No.: +63 977 669 6809
Email Add: Directomarkanthony15@gmail.com


BASIC INFORMATION

Gender 		: Male 
Date of Birth		: May 03, 1993
Age			: 30
Birth Place 		: Balaoan, La Union
Marital Status 		: Single
Citizenship 		: Filipino
Height 			: 5’5 ft.
Weight 		: 202 lbs.
Religion		: Roman Catholic 
Passport Number	: P7086712B
Passport Expiry	: 30 June 2031

WORK EXPERIENCE

Position	: Administrative Assistant II (Personnel Administration Section - HR)	
Company	: Department of Social Welfare and Development – Field Office 1
Address	: City of San Fernando, La Union, Philippines
Duration	: June 2018 – Up to Present 

Duties and Responsibilities: 
· Received, facilitate, compute and checking of Daily Time Record of staff, check for discrepancy, check of benefit claims of staff and proceed to payroll for creation of salary and benefits.
· Orienteer for Newly Hired Staff about (Salary, Leave Application, Overtime Services).
· Serve as record/files custodian for active and separated employees.
· In charge of creation and verification of information for ID.
· Assisted in the troubleshooting of printer, computer and software applications of HR staff.
· Paymaster for distribution of financial assistance of the Department.


Position	: Printer & Computer Technician
Company	: HHIC – Phil (Subic Shipbuilder Corporation)
Address	: Cawag, Subic, Zambales, Philippines
Duration	: July 2017 – February 2018

Duties and Responsibilities: 
· Accountable person for repairing and installing of printer in the shipyard such as Canon, Samsung, HP, Konica Minolta printer (Large/ Multifunction Photocopier Machines) 
· Assisting in the maintenance, installation of Computer peripherals of the company (have own issued vehicle inside the shipyard)
· Serve as alternate Driver for co-worker if needs arise.

Position	: Printer Technician - Multifunction Printer (Zambales Account)
Company	: Central Luzon Regional Office - Canon Marketing Philippines Inc.,
Address	: Angeles City, Pampanga, Philippines
Duration	: May 2014 – June 2017

Duties and Responsibilities: 
· Receive calls requesting for service/repair of printer (64 Multifunction Printers)
· Assigned repair in the system and go to the area for service/ repair.
· Maintain the printer server and generate meter reading (Monthly basis)
· Generate consumption of printers via printer server and create payroll
· Received delivery for printer parts and Toners.
· Remove/replace toner of printer
· Create schedule of maintenance (Monthly)
· Visit printers once a week and maintenance

Position	: Pipe Fitter/ Assembler / Welder
Company	: HHIC – Phil (Subic Shipbuilder Corporation)
Address	: Subic, Zambales, Philippines
Duration	: February – April 2014

Duties and Responsibilities:
· Assist in the overall installation and assembling of Pipe Lines on the part of the Ship.
· Weld some of unsuccessful welding’s
· Follow all safety and sanitation policies when assembling/ installing each pipe lines most specially in inside the dark spots of the on going part of the Ship.
· Do the roll call before and after lunch time and after the shift of welder/pipe assembler.
· Informed the Engineering Staff/ Lead man for any unusual weld and correction of the Plan. 


FAMILY DETAILS

Father’s Name	           	: Directo, Arsenio Sr 
Birthdate			: March 18, 1955
Highest Level of Education	: High School Graduate
Civil Status			: Married


Mother’s Name		: Directo, Remedios
Birth Date			: July 13, 1953
Highest Level of Education	: High School Graduate
Civil Status			: Married










EDUCATIONAL BACKGROUND

Elementary  						             		 Year [From] - [To]	
	School: Sinapangan Sur Elementary School			 		1999 - 2005
	Address: Balaoan, La Union, Philippines			

Secondary 
	School:  Sinapangan Sur National School					2005 - 2009
	Address: Balaoan, La Union, Philippines

Tertiary
	Course:  BS in Information Technology - Graduate           		          2009 - 2013
	School:  Don Mariano Marcos Memorial State University - MLUC 			
	Address: City of San Fernando, La Union, Philippines

SKILLS

· 
· Service-oriented
· Jolly, Friendly
· Better knowledge in Computer
· Familiarization of work
· Driving (2- 6 wheels’ vehicle)
· Team Player
· Strong work ethic
· Results-oriented


CHARACTER REFERENCES

Mr. Arsenio J. Directo Jr.
CNC Plasma Operator
Degelman Company

Home Address
5065 2nd Avenue North,
Regina, Saskatchewan S4r 0z2
Home Number: 3069490816

Mrs. Estrella Madayag
Human Resource – Personnel Administration Section(Head)
Department of Social Welfare and Development – Field Office 1
Tel. No.: (072) 687 8000 (Local 216) 

Eros Effiel Quiabang
IT Engineer
HHIC – Phil, Subic Shipbuiler Corporation
Cell No: 0917 401 2176 / 0929 772 2176
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