
LIONELH.LIONG

ContactNo.

E-mailAddress: liong.lionel@vsu.edu.ph

OBJECTIVE:

Hardworking, responsible, can do multi-task, honest, respectful, with a

positiveattitudetogetthejobdone

PERSONALDATA:

HomeAddress: Brgy.Sto.Rosario,SitioLapawn,BaybayCity,Leyte

DateofBirth: April22,1982

PlaceofBirth: BaybayCity,Leyte

Age: 39yrsold

Height: 5'6

Weight : 60kg

Nationality: Filipino

Religion: RomanCatholic

EducationalBackground:

 College : AssociateinComputerTechnology

FranciscanCollegeoftheImmaculate

Conception

BaybayCity,Leyte

 Vocational : FoodandBeverageServiceNCII
AcedillaTechnological Institute

BaybayCity,Leyte

Graduated:July2011



HealthCareServiceNCII

OrmocInternationalPolytechnicAcademy

Graduated:July2010



 Secondary : FranciscanCollegeoftheImmaculate

Conception
BaybayCity,Leyte

Graduated:March1999

 Primary : BaybaySouthCentralSchool
BaybayCity,Leyte

Graduated:March1995

WorkExperience:

Clerk(JobOrder)
VisayasStateUniversity,BaybayCity,Leyte

2016-Present

DataEncoder(JobOrder)
PublicAttorney'sOffice(PAO),BaybayCity,Leyte

October2014-March2016
 Interview clients to gather accurate and relevant information

required for the affidavit.

 Draft affidavits based on client statements and legal

requirements, ensuring clarity and completeness of facts.

 File and maintain confidential records of affidavits and

supporting documents, ensuring secure storage and easy

retrieval when needed.

RefineryOperator
SCGlobal,Caridad,BaybayCity,Leyte
February2013-September2014

 Operatedandmonitoredmachineryandequipmentusedinthecoconut

oil refiningprocess,ensuringsmoothandefficientproduction.

 Controlled temperature, pressure, and flow rates during refining

to maintain product quality and safety standards.

 Conductedroutineinspectionsandpreventivemaintenanceof refinery

equipmenttoavoidbreakdownsandensurecontinuousoperation.

 Followedstandardoperatingprocedures (SOPs)andsafetyprotocolsto

preventaccidentsandensurecompliancewithenvironmental

regulations.

 Assisted in troubleshooting equipment malfunctions and

coordinated with the maintenance team for repairs.

ComputerAttendant

DulosaInternetCafe,BaybayCity,Leyte



March2012- December2012
 Setupcomputersandensuredallsystemswereoperationalbefore

opening.

 Guidedcustomersonhowtouseapplications likeMicrosoftWord,Excel,
email,andbrowsers.

 Controlledcomputerusagetimeandextendedsessionsbasedon
customerneeds.

 Assistedcustomerswithprinting,scanning,andbasiccomputertasksto
improvetheirexperience.



Encoder(oncall)
PernitesBookkeepingServices,BaybayCity,Leyte

August2011
 Accuratelyencodeddailyfinancialtransactionsintoaccountingsoftware

 Ensuredtimelyandaccuratedataentryofaccountspayableand

accountsreceivable.

SKILLS

 ProficientwithMicrosoftWord,Excel,PowerPointandInternet

 ExperiencedinusingHRInformationSystems(HRIS)anddatabase

management

 Skilledinusinginternetbrowsersandemailclients

 Abilitytotroubleshootcommoncomputerhardwareandsoftware

issues

 Skilledatdiagnosingandresolvingbasiccomputerhardwareand

softwareproblems.

Reference

EmmanuelLicup
ManagerofSCGlobal

Brgy.Caridad,BaybayCity,Leyte

HoneySofiaV.Colis
Director,HumanResourceManagementandDevelopment

VisayasStateUniversity

BaybayCity,Leyte


