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Educational Details


Ramon Magsaysay Technological University
Bachelor of Science in
Banking and Finance

Lyceum of the Philippines University
Bachelor of Science in 
Computer Engineering

Iba Institute of Technology
Computer Programming
SY 1995-1996
Silver Medalist

Immaculate Conception
Academy
SY 1990-1994
Salutatorian

Camiing Elementary School
SY 1984-1990
Valedictorian









Personal Data

Date of Birth:    May 9, 1977
Nationality:       Filipino
Religion:          Christian
Gender:           Female
Height:            163cm
Weight:           70kg
Civil Status:     Single



Languages

English
Excellent in reading,
writing & speaking

Mandarin
can speak and understand

Tagalog
Native Language




Competencies &
 Strengths


Strong planner and problem solver who readily adapts to changes, works independently and exceeds expectations. 

Ability to juggle multiple priorities and meet tight deadlines without compromising quality.

Ability to communicate effectively both orally and in writing.

Ability to work under pressure.
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	 Objective
To become a part of the company where I can gain more knowledge and skills in achieving personal growth and success, and also to be able to add good quality service to the company in fulfilling its mission and vision.


Work Experiences

OPERATIONS HEAD
July 25, 2015–December 30, 2016
    MARENG SOLENG HOMEMADE SAUCE
Distributing and Manufacturing Company
San Antonio, Cabangan, Zambales Philippines 2003
· Overseeing production of goods and services.
· Planning and controlling.
· Managing quality assurance.
· Researching new ideas and alternative methods of efficiency.
· Setting and reviewing budgets and managing cost.
· Responsible for the proper documentation needed.
· Analyzing and designing product labeling.
· Analyzing, reading and writing reports.
· Attends training and seminars both with private and government sectors.
· Responsible in dealing with prospective customers and clients.
· Liaising with other members including interacting with other managers of different organizations.
· Overseeing inventory and distribution of goods.
· Analyzing product development.



RECRUITMENT COORDINATOR
August 21, 2012–June 4, 2013
 GLOBAL GATE INTERNATIONAL MANPOWER SERVICES INC.
UAE & KSA Account
Rm.1502 15th floor,  Metropolitan Tower
1746 A, Mabini St., Malate, Manila, Philippines 1004
· Conduct pre-screening & assessment to applicant’s application
· Send invitation to applicants for interview thru email, text messages and phone call
· Assist selected applicants regarding their documents to be submitted to our office as requirements
· Do clerical duties such as filing, photocopying, scanning of documents, follow-up call to applicants
· Follow-up call for medical results of applicants
· Prepare applicant’s documents for processing such as original passport, original NBI, verified documents, PDOS certificate, OWWA certificate, TESDA certificate, insurance certificate, affidavit-quit claim & release form to be signed by the selected applicant before departure
· Do answer incoming phone calls, transfer calls to concerned employees
· Regulate and manage use of company communication lines as may be assigned
· Prepare invoices / vouchers for payment
· Coordinate with co-employees, relay messages to concerned employees
· Check e-mails and do response to the employer’s messages
· Ensure good company relationship with clients abroad
· Deals personally with issues regarding recruitment and employment between applicants and the employer.
· Conduct Special Recruitment Authority / Job Fairs and special trade tests



RECRUITMENT & PROCESSING OFFICER
February 20, 2012–August 20, 2012
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UAE & KSA Account
2/f MRDC Building #85 Gil Puyat Avenue, Makati City, Philippines
· Conduct pre-screening & assessment to applicant’s application
· Send invitation to applicants for interview thru email, text messages and phone call
· Assist selected applicants regarding their documents to be submitted to our office as requirements
· Do clerical duties such as filing, photocopying, scanning of documents, follow-up call to applicants
· Follow-up call for medical results of applicants
· Prepare applicant’s documents for processing such as original passport, original NBI, verified documents, PDOS certificate, OWWA certificate, TESDA certificate, insurance certificate, affidavit-quit claim & release form to be signed by the selected applicant before departure
· Do answer incoming phone calls, transfer calls to concerned employees
· Regulate and manage use of company communication lines as may be assigned
· Prepare invoices / vouchers for payment
· Coordinate with co-employees, relay messages to concerned employees
· Check e-mails and do response to the employer’s messages
· Ensure good company relationship with clients abroad
· Person in-charge to a total of 25 active accounts
· Deals personally with issues regarding recruitment and employment between applicants and the employer
· Conduct Special Recruitment Authority / Job Fairs and special trade tests


TECHNICIAN / INTERPRETER
June 22, 2008 - June 20, 2010
CHIMEI OPTOELECTRONICS/CHIMEI INNOLUX
#169 Niaosong 3rd St., Yungkang City, Tainan County, Taiwan
· Responsible for the assembly of lcd modules
· Troubleshoots assembled modules
· Control production’s material flow
· Request & coordinate with other department regarding material request
· Translate important details to all the foreign workers of the department
· Reports evaluation of foreign workers to immediate supervisor
· Ensure that foreign workers are educated of the department’s announcements and new rules







QUALITY CONTROL PERSONNEL
May 9, 2005 - December 13, 2007
UNIMICRON TECHNOLOGICAL CORPORATION
#179 Shanying Rd., Kweishan Industrial Park, Taoyuan 330, Taiwan

Internal Processing Quality Control
· Responsible for department’s quality checking section
· Check & approve negatives of IC from film section
· Commands adjustments for the production of film
· Ensure quality output for the department
Outgoing Quality Control
· Person in-charge for the whole soldering mask’s department
· Monitors the whole process of IC production
· Check stability of IC upon delivering to the burning section
· Monitor the time-frame allotted for each process
· Double check quality of the processed film using microscope
· Licensed checker and mixer of chemical solution used for film developing
· Prepare daily report for the whole department’s output
· Report and endorse assignment and daily process to the next shift
· Report department’s quality issues to the department’s manager daily



PLANNER
(PRODUCTION & MATERIAL CONTROL-LOGISTIC DIVISION)
March 17, 2000 - May 9, 2005
Wistron InfoComm Phils.  Corp.
#4 Rizal Highway, Corner Aim High Avenue, Subic Bay Industrial Park, Phase 1,SBFZ
· Responsible in non-material product controlling both production and logisticspurposes.
· Responsible for department’s fixed assets controlling and monitoring.
· Responsible for procurement process
· Responsible for non-material purchasing both local and non-local.
· Planner in-charge for “with critical issue” warehouse and responsible for any positive actions concerning for department’s business transactions.
· Planner in-charge for warehouse for return original mainboards from customers.
· Planner in-charge for packing material planning for shipping purposes.
· Planner in-charge for department’s order fulfillment for production purposes.
· Planner in-charge for annual year-end inventory
· Counterpart for the planner in-charge for warehouse 307, warehouse for materials for request/used in production
· Assists department assistant in payroll tabulation
· Arrange party packages for the whole department


FEMALE OPERATOR
(REPAIR SECTION-CUSTOMER SERVICE DIVISION)
March 17, 1999 - 2000
Wistron InfoComm Phils.  Corp.
#4 Rizal Highway, Corner Aim High Avenue, Subic Bay Industrial Park, Phase 1,SBFZ
· Rework desktop, server and notebook systems and memory modules sent from different customer’s sites.
· Repair motherboards when defective, connecting trace pad and trace open.
· Programming bios and printing labels.
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