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OBJECTIVE:

To find a suitable job that matches my qualification and skills that may help my personal career growth and also to find a company that I can apply my experiences and talent to help, serve and to grow.
HIGHLIGHT OF QUALIFICATIONS

•
Willingness to learn new things and work well with others. 

•
Ability to work on an independent and self-motivated basis with minimal 
•
Working continuously on task until completion. 

•
Establishing good working relationship with customers and other professionals.

EDUCATION:

Bachelor of Science in Nursing

University of Perpetual Help System

2007 – 2009
WORK EXPERIENCE:
MANDATA
DOCUMENT CONTROLLER/DATA ENCODER

STA. ROSA LAGUNA PHILIPPINES

MARCH 2010 – MARCH 2014

DUTIES AND RESPONSIBILITIES:
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate the various document control reports as required.

· Typing of site documents, and follow up of all the site needs

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable

· Maintain updated records of all approved documents and drawings and their distribution clearly

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

· Maintain the files and control logs as required by the project.

Currently Working:

LEVANT CAFE

Cashier/ Waitress

December 09, 2014 up to Present
Duties and Responsibilities:

•
Responsible for taking customer orders

•
Serving the food and beverages

•
Preparing itemized checks and also accepting the payments due

•
Clear off the tables, putting down new silverware

•
Bringing guests to their seats
PERSONAL BACKGROUND

Date of Birth
: 
October 30, 1990


Civil Status

:          Single
Citizenship

: 
Filipino

Height
           :           5’3”

Weight

:
100lbs

Religion

:
Christian

Visa Status

:
Employment
