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OBJECTIVE
To be able to work in a progressive and established institution that will challenge and enhance my capabilities and skills for future advancement not only for my personal growth but also for the fulfillment of the company.

PROFESIONAL QUALIFICATION
BACHELOR OF ELEMENTARY EDUCATION 


UNIVERSITY OF THE VISAYAS ( October 1988) 


CEBU CITY, PHILIPPINES

Work History:
MANUFACTURING  AUDITOR
September 2000 ~ February 2007

Cebu Mitsumi Incorporated

.

Duties and Responsibilities:

· Conduct audit according to the established QC process manual and Working Standards following the cardinal rules of FCB STD-001 eight requirements.

· Responsible For auditing the department’s quality system.

· Make report after auditing and submit to the section concern.

· Verify the corrective action for quality improvement.

DOCUMENT CONTROLLER/ OFFICE CLERK
SEPTEMBER 1998 ~ AUGUST  2000
CEBU MITSUMI INCORPORATED

PHILIPPINES

Duties and Responsibilities:

· Process Quality Management System (QMS) and Environmental Management System   ( Procedures and Working Standards).

· Receives External documents such as City Ordinance, Customers’ Requirements and Japan Documents from Head Office

· Issues/distributes the receives documents to all division concern.

· Assist/train Division Document Controller for their division documentation system.

· Make monthly summary report of Export and local waste,Waste Segregation of all division and send/save to common drive for their references and reports.

· Manpower incharge of the Quality and Environmental Management System office and QEMS fixed assets inventory (twice a year).
SECTION HEAD

September 1991 ~ August 1998
Cebu Mitsumi Incorporated 

Philippines.

Duties and Responsibilities:

· Responsible for monitoring activities and manpower control.

· Responsible for ordering and monitoring of incoming and outgoing raw materials in warehouse thru KANBAN and FIFO system.

· Conduct daily inventory for the materials in the production line and warehouse. 

· Responsible in implementing the Kaizen Improvement System and maintaining the 5’S housekeeping rules in the workplace.

· Conduct training and certification to line workers.

· Report to Supervisor the all activities in the production line.

RECEPTIONIST

JANUARY 1991 ~ AUGUST 1991

CEBU PLAZA HOTEL

CEBU CITY

Duties and Responsibilities:

· Welcome guest with ease.

· Responsible for the incoming and outgoing calls.
· Encoding and filing job related papers.

· Responsible to check the availability of the room reservations.

· Sort and distribute mails.

· Performing other task from time to time.

HOUSEKEEPING
APRIL 1990 ~ DECEMBER 1990

MAGELLAN HOTEL

CEBU CITY, PHILIPPINES

Duties and Responsibilities:

· Responsible for the cleanliness of the room assigned.

· Bringing orders for the customer to their respective rooms.

· Responsible for all housekeeping jobs.

OFFICE ASSISTANT cum SECRETARY
JUNE 1987 ~ MARCH 1990
LIVINSTONE CHRISTIAN ACADEMY
CEBU, PHILIPPINES
Duties and Responsibilities:

· Arrange and schedule day to day school activities.

· Entertain parents and students concern.

· Assist school teacher concern.
· Assist in collecting tuition fees, files documents.

· Keep records in all activities.

· Performing task from time to time.

SALESLADY cum CASHIER

April 1985 ~ MARCH 1987

Aida’s MERCHANDISING

· Assist the customers and giving them special attention.
· Proper display of products to the gondolas and lay out.

· Handling client complain to the extend of my level.

· Promoting the products to all customers.

OTHER SKILLS:

· Computer literate especially in Microsoft Office Program.

PERSONAL INFORMATION:


Date of  Birth
:
February 17, 1967


Civil Status
:
Married


Nationality
:
Filipino


Languages
:
Filipino and English


Height

:
5’2


Weight

:
130 lbs.

