
JOHN REY BARANDA 
Virtual Assistant | IT Support | Administrative & Graphic Design 

Purok 1. San Pedro Bacacay, Albay 

09459678797 

barandajrey28@gmail.com 

 

Detail-oriented and organized professional with experience in administrative, clerical, and technical 

support. Skilled in data entry, email management, documentation, scheduling, file organization, and 

customer support. Proficient in Google Workspace, Microsoft Office, CRM tools, and office system 

management. Able to work independently, manage multiple tasks efficiently, and maintain accuracy 

in fast-paced work environments. 
 

IT Staff / IT Support - Government Agency April 2024 - December 2025 

 Provided technical assistance for hardware, software, and network issues 
 Managed system records, user data, and digital files 

 Assisted employees with troubleshooting and system usage 
 Ensured data accuracy, security, and proper documentation 

 System Developing 

March 2023 - March 2024 

IT Staff Intern — Camp Simeon A. Ola 

* Assisted in administrative and clerical tasks including documentation, data entry, and file 
organization.  

* Maintained office systems, internet connectivity, and shared resources to support daily operations. 

* Monitored IT equipment inventory and prepared reports for tracking and maintenance purposes. 

* Performed routine system maintenance, data backups, and troubleshooting of technical concerns. 

* Assisted staff with technical support while ensuring organized record management and 
documentation. 

 
April 2019 - July 2023 

Bachelor of Science in Information Technology 

STI COLLEGE LEGAZPI ALBAY 
 Major in Information Technology 

 Thesis on "Evacuation Management System for Disaster Preparedness”. 

 

 
 Certificate: SAP Business One ( SAP Advance Implementaion and Support ), AI-900: Microsoft 

Azure AI Fundamentals, AI-900: Develop Generative AI Solutions with Azure OpenAI Service 

 

 

• Administrative Support 

• Clerical and Office Support   * CRM & Online Tools 

• Email & Calendar Management   * Customer Service Support 

• Data Entry & Documentation   * Technical Troubleshooting 

• File Management & Record Keeping  * Time Management & Multitasking 

• Google Workspace 

•  Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)

 

 

EDUCATION 

Address: 

Phone: 

Email: 

ABOUT ME 

WORK EXPERIENCE 
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