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LYN MARQUEZ MENDOZA

NO. 163 Calderon St., Subic,

Baliuag, Bulacan,  3006 Philippines
Mobile Number: 0063927-7519572


SUMMARY

I am working as a Information Technology  Instructor  since June 2001.  I am having a  total of  more than 7 years of experiences in the academe  trying various fields with enormous skills.  I am very familiar in handling and responding  to queries  raised  by clients/students, conducting trainings and event management as well.  I love dealing with  people and provide services to them whether  it is  online support or  personal assistance. I am excellent in communication skills and very much willing to learn and try different fields to make me a more versatile employee. 

AWARDS & ACHIEVEMENTS

	(
	Received Award in seminar conducted on December 8, 2002 by COMPUTER LITERACY SEMINAR. Participated as a Facilitator  conducted at Asian College of Science and Technology, Baliuag Branch Philippines.

	(
	Received Award in seminar conducted on December 7, 2002 by COMPUTER LITERACY SEMINAR. Participated as a Facilitator conducted at Felizardo C. Lipana Memorial High School, Philippines.

	(
	Received  Award as Valedictorian in Primary Level March, 1990 

	(
	Received  Award as First Honorable Mention  in Secondary Level March, 1994

	(
	Graduated with Honors in Bachelors of Science in Information Technology October,  2000


TECHNICAL SKILLS

	Systems
	:
	MS-Windows ( Vista,  XP, ME, 2000)  

	Languages
	:
	Turbo C, Clipper , Hypertext Mark Up Language  (HTML)

	
	
	

	
	
	

	GUI
	:
	Visual C/++, Visual Basic

	Databases
	:
	MS Access

	Packages
	:
	MS-Office, Corel Draw,  Star Office


PROFESSIONAL EXPERIENCES
	Employer 
	:
	Bulacan State University, City of Malolos,

Bulacan, Philippines.

	Duration
	:
	June 2007- present

	Position Title
	:
	Computer Technology  Instructor

	Role
	:
	Instructor

	Responsibilities
	:
	· Imparted training to students on systems software and hardware application.

· Provided application trainings /technical support to students/co-employees.

· Promoting school activities and campaigns as part of the marketing strategy to encourage enrollees.

· Conducting training to other organizations, groups, students  as part of the  Computer literacy program.


	Employer 
	:
	Hotel Istana, Kuala Lumpur, Malaysia

	Duration
	:
	May 2005- June  2005

	Position Title
	:
	Sales Coordinator

	Role
	:
	Helpdesk Client Handling Enquiries, Function Coordinator

	Responsibilities
	:
	· Dealing with clients when it comes to  catering  and convention services whether telephone calls or walk –in  clients.

· Creating and distributing event orders to all department concerned and ensuring that every tasks is properly done.

· Ensuring clients satisfaction by giving first class information and  details to them.

· Promoting hotel promos and campaigns as part of the marketing strategy to encourage corporate clients.

· In-charge with the signage and other related materials requested by the client to ensure that we meet their  expectations.


	Employer 
	:
	Asian College of Science and Technology, Baliuag, Bulacan, Philippines.

	Duration
	:
	June 2001- November 2006

	Position Title
	:
	Computer Science Instructor

	Role
	:
	Instructor

	Responsibilities
	:
	· Imparted training to students on systems software.

· Provided applications/technical support to students/co-employees.

· Promoting school activities and campaigns as part of the marketing strategy to encourage enrollees.

·  Conducting training to other organizations as part of the  Computer literacy program.


	Employer 
	:
	Interdotnet, Salcedo St., Legazpi Village, Makati City, Philippines

	Duration
	:
	April 2001- June 2001

	Position Title
	:
	Technical Support Officer

	Role
	:
	 Helpdesk Customer Handling Enquiries

	Responsibilities
	:
	· Provide online assistance with international and domestic subscribers.

· Help  users diagnose and provide first line technical support to correct computer or application related problem.

· Monitors progress of requests and ensure users and other interested parties are kept informed.

· Pro actively resolving customer/ user complaints and enquiry.


	Employer 
	:
	DSP Trading, Angat, Bulacan, Philippines.

	Duration
	:
	April 2000- March 2001

	Position Title
	:
	Secretary

	Role
	:
	· Personnel Relationship Officer 

· Financial Assistant 

· Human Resource Executive

	Responsibilities
	:
	· Coordinating with other companies for construction material requirement.

· In-charge of collecting & disbursement of payments.

· Payroll processing of employees in organization.


	Employer 
	:
	Supervalue  Incorporated

	Duration
	:
	October  1998- March 1999

	Position Title
	:
	INVOICE CLERK

	Role
	:
	· Goods Receipt/Issue Handling

· Insurance Executive

	Responsibilities
	:
	· Prepare necessary documents for the receiving and dispatching of cargoes/ containers from different suppliers of goods.

· Prepare and review claims (receivables) of different suppliers.

· Handling /ordering of goods of all the branches of the company.

· Preparing purchase and delivery reports.

· In-charge with the issuance of  container seals and other documents related to delivery transactions


Educational attainment

	Degree
	:
	Bachelor  of Science  in Information Technology

	Field of Study
	:
	Computer Science

	Course Duration
	:
	June 1996 – October 2000

	College
	:
	Asian College of Science and Technology

	Location
	:
	Baliuag, Bulacan, Philippines


	Level

	:
	Secondary Level

	School
	:
	Holy Child Academy

	Location
	:
	Poblacion Bustos Bulacan, Philippines

	Course Duration
	:
	June 1990 – March 1994


	Level

	:
	Primary Level

	School
	:
	Don Pablo  Amisola Memorial School

	Location
	:
	Niugan,  Angat, Bulacan, Philippines

	Course Duration
	:
	June 1984 – March 1990


SEMINARS & TRAININGS

(    Attended seminar on URC – CSE Information Technology Seminar: I.T. Going      

      One Step Higher at the University of Regina Carmeli  City of Malolos, Bulacan.

(    Facilitated Web Page Development Seminar at Bulacan State University.
(    Attended seminar workshop on Academic Excellence Through Information               

      Technology  at Bulacan State University.

(    Attented seminar on Power Tips Extending the Limit of Knowledge held at    

      the  Makati Shangrila Hotel.

	(
	Represented Asian College of Science and Technology, Baliuag, Bulacan, 
Philippines in Training and Educational Exhibitions like TESDA   Skillympics 
and  SGE Tech Cup.

	
	

	(
	Attended seminar for Faculty Development on behalf of Asian College of
 Science and Technology, Baliuag, Bulacan, Philippines.

	
	

	(
	Attended training in Enhancing Teaching Skills, ACSAT Center, J.P Rizal, 
Quezon City, Philippines.



	(
	Attended training in Visual Basic & .Net conducted at Asian College of Science 
and Technology, Antipolo City, Philippines.


PERSONAL DETAILS

	Email 
	dbams_ph@yahoo.com

	Passport Number
	RR0196663

Issue Date: 10-10-2005  Expiry Date:10-10-2010

	Place of Issue
	Manila Philippines

	TIN Number
	202-070-545

	SSS Number
	33-2097974-0

	Date of Birth
	May 7, 1978

	Place of Birth
	Angat, Bulacan, Philippines

	 Age
	31 years old

	Marital Status
	Married

	Sex
	Female

	Ethnicity
	Bulaceño

	Nationality
	Filipino

	Religion
	Roman Catholic

	Height
	5’7”

	Weight
	180 lbs

	Mother
	Rosita I. Marquez

	Father
	Rogelio R. Mendoza


CHARACTER REFERENCES

Mrs.  Editha N. De Regla
Chair, College  of Education
Bulacan State University
Bustos , Bulacan

Mobile  Number #: 09192500894
Mrs. Herminia Agustin

College Department Head

Asian College of Science and Technology

Baliuag, Bulacan

Telephone #: 044 7663058

Mobile #: 0917- 9507095

Ms. Airene Tomas

Customer Care Specialists

Radio Communication of the Philippines

Baliuag, Bulacan

Mobile #: 09276521938
I hereby certify that the above information is true and correct to the best of my knowledge and beliefs.
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