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EMAIL Susana.129255@2freemail.com 
Dubai - U.A.E.

OBJECTIVE    
Aiming for a key position as Admin Officer/ Secretary/ Customer Service/ Logistic Officer or QAQC/Production In Charge within a company which utilizes my professional experiences and offers opportunities for advancement.
BRIEF SUMMARY
A Bachelor of Science in Industrial Engineering Professional Background with a wealth of over 23 + years of experience in Production & Quality Control & Customer Service Business segments with a couple of Philippines based and Belgium based production Co, in Dubai, U.A.E. With good command over Written and Verbal English Communication with fluency in Computers with MS Office, Word, Excel & Power Point. 

Awarded Employee of the Year 1999 & 2001at Easy Call Communications 
WORK SUMMARY


M/s. Micro Automation Industries – Jebel Ali – Dubai U.A.E.
Position held

:
Production In Charge
                                                    QA/QC Engineer/MR

                                                    Inventory In Charge

                                                    Document Controller                               

                                                    Admin/HR/Logistic/Purchase Officer
Duration 

:
30th August 2008 – 30th July 2016
RESPONSIBILITIES
Production In Charge/QAQC Engineer/MR
· Plans, implements and monitor the routine day to day activities to facilitate the smooth running in order to ensure the targets of quality and production are achieved. 

· Liaises with Sales and Production Development and Quality Control Departments for production planning and customer feedback.

· Make liaison with Maintenance department for maintenance shut down and break down jobs and inter department working cooperation.

· Plan and generate different reports regarding production, run-ability and efficiency.
· Coordinate with the warehouse regarding the materials availability, Responsible for the production planning and inventory control

· Implement ISO system and carry out necessary revisions to different procedures and responsibilities.
· Ensure all works across the plant is being carried out according to the safety rules and regulations for both man and machines.
· Perform incoming quality control (IQC) for the incoming raw materials, (PQC) process quality control, (OQC) outgoing quality control & Document Controller.
· Responsible for the internal audit of the QMS for ISO 90001:2008
· Analyze different reports for necessary and prompt actions in order to strictly adhere to quality and performance standard.

Admin/HR/Logistic/Document Control/Purchase

· Manage the requirements for different trainings to different categories of working staffs.

· Responsible for the company and product orientation for the new employees.

· Evaluate new employees according to their performance under probationary period.
· Look for the interests of working staff according to company’s policy by the cooperation of higher authorities.

· Effectively dealing with customer account queries/complaints, including liaising with other departments to ensure they are brought to a satisfactory conclusion.

· Following up with the customers via telephone & emails for the payments & arranging cheque collections to ensure customers pay within their agreed payment terms as per the company’s debt collection procedure.
· Maintains inventory control system for the warehouse to ensure goods received, stored and shipped from the warehouse are properly recorded and accounted for.

· Requisition supplies, materials and equipment to ensure adequate inventory levels are maintained to meet the needs,

· Hands on experience in preparing quotation through ERP system.

· Coordinate with Accounts team to process monthly payroll & accounts receivables.
· Maintaining a file with the cheque copies along with deposited slips and all other miscellaneous documents.
· Follow up clients for payment collection & all admin related works.
M/s. Easy Call Communications Inc. Philippines 
Position held

:
Message Transcribing Specialist - Line Supervisor
Duration 

:
11th November 1996 to 5th February 2001. 
RESPONSIBILITIES 
· Manage a team of agents who receive and encode local messages via the ACD/mh terminal.
· Monitor agents in transcribing recorded messages from USA, encode them and then transmit them accurately.
· Monitor queue and track inbound calls, check if waiting calls and abandoned calls are attended and avoided respectively.

· Motivate and encourage agents through positive communication and feedback.
· Responsible for the proper break distribution of the agents. 

· Coordinate with the superior for the comprehensive deployment of operators.

·  Audit local messages and monitor operators speaking manners.
· Prepare report to the immediate superior regarding the shift output.
M/s. New Creation Manufacturing Co, Philippines
Position held

:
Quality Control Supervisor  

Duration 

:
1st June 1993 to October 1996
· Receive goods from the production and distribute to the workers, 
· Monitor the checking of defective garments. 

· Checking of color shading and textile swatches.

· Necessary corrections to be applied, 
· Responsible for the shipment 

· Act as a part time warehouse controller, 
· Responsible for the incoming and outgoing textiles.
M/s. Lahi Craft Inc. Philippines
Position held

:
Junior Merchandiser  

Duration 

:
1st January 1990 to 31st March 1993 

· Convince foreign buyer to purchase native products from the Phil’s, 
· Explain to the customer the materials being used. 

· Costing of a certain product/goods. 

· Responsible for the shipment.
M/s. JD Enterprises - Philippines
Position held

:
Quality Control Inspector  

Duration 

:
1st August 1988 to January 1990.
· Responsible for the checking of goods and repair defective items

· Visit and inspect on-going production in the subcontractor

· Prepare comprehensive report regarding quality standards

EDUCATIONAL BACKGROUND
· St. Augustine School of Nursing-Paranaque Phils

             6 months Professional Caregiver Jan-Oct 2007

             Award of Excellence

· Polytechnic University of the Philippines

             Bachelor of Science in Industrial Engineering 1983-1988

             DECS Scholar

· Paranaque Municipal High School

             Secondary Level       1979-1983

             First Honorable Mention
· Paranaque Elementary School Unit II

             Primary Level          1973-1979

             Valedictorian
PERSONAL INFORMATION
Nationality

:
Filipino

Date of Birth

:
April 10, 1966

Marital Status

:
Married

Visa Status

:
Residence Visa (waiting for cancellation)
Languages

:
English and Tagalog

Skills


:
Typing, MS Office, Word, Excel and Powerpoint
I hereby certify that all information written above are true and correct to the best of my knowledge and ability.

