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MARCK HIL DELA CRUZ
101 b Pooc II, Silang, Cavite, Philippines
Email: hotstud-12macky@yahoo.com.ph
	
	


CAREER OBJECTIVE


To be able to work in a Professional Environment that I can fully utilize my knowledge and skills.

EDUCATIONAL BACKGROUND

BACHELOR OF SCIENCE IN BIOLOGY & ENVIRONMENTAL SCIENCE


De La Salle University – Dasmarinas

Dasmarinas, Cavite, Philippines

2006

WORKING EXPERIENCE


July 2006 - Present

DE LA SALLE HEALTH & SCIENCE CAMPUS


Dasmarinas, Cavite, Philippines

· ADMIN SUPPORT STAFF
· Provides support for technical needs in the office & campus
· Responsible in keeping documents and files of patients and staffs

· Assists and check the Korean Students in mathematics & English

· Provides tutorial services to Korean’s in all their subjects especially English

· Responsible in keeping the patients safe while in the campus

· Establish & maintain comprehensive filling system for correspondence etc.

· Informing for the preparation of management appointments.

· Management of telephone calls/ incoming or outgoing e-mails.

· Handles client's inquiry & customer complaints.

· Performs other related work assigned from time to time
PERSONAL INFORMATION

Age





21 years old


Civil Status




Single


Citizenship




Filipino


Height





5’5’’


Weight





110 lbs


Birth Date




September 26, 1985


Place of Birth




Pooc, Silang, Cavite, Philippines



PERSONAL REFERENCE


MR EDWIN LANOY


Purchasing Officer


Qatar Technical Support


Philippines


MR JUPETH RAMOS


IT Supervisor


Hamad Medical Corporation


Doha, Qatar


MR ROMMEL SALZAR


Dean – College of Nursing


De La Salle University – Dasmarinas


Dasmarinas, Cavite, Philippines

