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CV NO: 136944
HIGHLIGHTS OF QUALIFICATION 
Leadership by experience & example


Proven ability to work under pressure

Excellent organizational & time management skills

Can do multiple task / things at the same time

Good personal grooming with a great work-ethic

Excellent communication & negotiation skills

Can do attitude & service above expectations 


Confident & self-motivated

Enjoy working in highly competitive multi-cultural environment
Fast learner, eager to take on new challenge
Communicate clearly and concisely in both written and oral formAdvanced computer proficiency
Basic computer hardware and software repair                             Adobe Photoshop and Layout Design skills 
WORK EXPERIENCE 

Period :

March 2013 – June  2015
Organization :
Façade Advertising Quezon City, Philippines

Designation :
 Production Assistant/ Supervisor

Key Responsibilities

· Responsible in the Production Daily Delivery Schedules and monitoring of daily delivery trips to ensure all product deliveries are on time and properly installed.

· Prepares Production Documents such as Delivery Budget Request, Delivery Receipt, and Monthly Delivery Summary.
· Maintains and organize filing of production  job order files, clients records, module layouts and financial records

· Prepares and expedites purchase orders and direct payments.
· Maintains attendance reports, leave records, trip records and logs/
· Coordinate with the Clients for their project designs, delivery dates, time, and locations.
· Served as a customer service representative who handles client’s calls and inquiries.

· Assist and check modules, product loading and ensure the modules/ products are safe and well organized upon delivery.
· Provide logistic support, tracks the all deliveries and drivers.

· Keep track of production supplies such as woods, acrylic plastics, vinyl stickers, paints and metal tubes/ bars, coordinate with the purchasing department for main supply requisitions.
· Completes Production Daily Schedule and monitors the quality of modules to ensure it meets the client’s demands.

· Supervise 40-60 employees. Ensure effective employee relations. Provide employee coaching and development. Makes employment decisions. Resolve employee issues through problem resolution. 

· Balance quality, productivity, cost, safety and morale to achieve positive results in all areas. Work to continuously improve in all areas.
· Manage departmental performance measures, including visual controls and provides regular progress reports to manager.
· Perform accident investigations.

· Maintain proper inventory levels.

· Manage department priorities.

· Track employeeabsenteeism and timekeeping.
· Handles field works that acts as a Merchandise display coordinator. (electronic displays and beauty products)
Period :

June 2012 – November 2012
Organization :
Fabricare Cleaners  Marilao,Bulacan,Philippines

Designation :
Production Supervisor
Key Responsibilities
· Completes production plan by scheduling and assigning personnel; accomplishing work results; establishing priorities; monitoring the entire Laundry progress; revising schedules; resolving problems; reporting results of the processing flow on a shift production summaries.

· Ensures all machines are working properly by scheduling weekly maintenance.

· Maintains quality of Laundry service by establishing and enforcing organization standards.

· Maintains safe and clean work environment by educating and directing personnel on the use of equipment, and resources.

· Resolves personnel problems by analyzing data; investigating issues; identifying solutions; recommending action.

· Contributes to team effort by accomplishing related results as needed.

· Ensure all linen are well cleaned, damaged free, well organized and able to delivery on time.

Period :

November 2011- May 2012
Organization :
Markenburg Food Corporation  Marilao, Bulacan, Philippines

Designation :
Production Assistant (Secretary/ Data Entry Operator)
Key Responsibilities
· Answers telephone, takes messages and answers inquiries within assigned scope of responsibility

· Schedules appointments, maintains calendar, allocates supervisor’s time.

· Schedule meetings and reserve rooms for meetings.

· Prepares materials for workshops, conferences, meetings, duplicates/collates

· Maintains and organize filing of production  files and financial records

· Prepares and expedites purchase orders and direct payments, etc.

· Maintains attendance reports, leave records, trip records, logs and processes forms.

· Maintains Assists with the preparation, calculation, and execution of the budget

· Manage effectively large amounts of information.
· Insert, update and maintain accurate data on computer systems and in archives.
· Insert account data by inputting text based and numerical information from source documents within time limits.

· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry

· Review data for deficiencies or errors, correct any incompatibilities if possible and check output

· Apply data program techniques and procedures

· Generate monthly production reports, store completed work in designated locations and perform backup operations

· Proofreads and edits and Keep information confidential.
· Preparation of print outs of product’s labels.

· Handles inventory and requisition of office stationary and production materials.

· Provide administrative support to the Production Supervisors and Production Workers as needed.
Period :

April 2011- July 2011
Organization :
Philippine Long Distance Telephone Co. (PLDT)
Designation :
 Sales Department-  Customer Service Assistant and Data Entry Operator
 (Student Trainee/ School Internship)

Key Responsibilities

· Handling the SAP (ICMS) PLDT System.

· Ensures the data in the SAP system are all up to date to provide a stabled and fast mobile and data connections to every client.
· Answering customer’s calls, inquiries and giving appropriate solutions for the client’s problem.
· Making outbound calls to promote new products, and updated services to prospective clients.

· Encode, tally and make Weekly Sales Report.

SPECIAL TRAINING / SKILLS

Computer Literate
· Advance user of Microsoft Office Programs: MS Excel, MS Word, MS PowerPoint, MS Paint and MS Outlook
· Macromedia Flash 5 and 8

· Visual Basic 6.0

· Adobe Photoshop
· Easily learn new applications with little assistance.

· Basic Computer Trouble Shooting and Repair.
EDUCATIONAL ATTAINMENT 
College Graduate :

AMAComputerCollegeMeycauayan



Bulacan, Philippines
Course :


Bachelor of Information Technology
SY: 2009- 2011
Computer System in Designing and Programming (2 years Course)
SY: 2006- 2008

OBJECTIVE 


To be a part of a prestigious company and be able to obtain a long term position who will provide the opportunity for growth

and advancement that will lead a better individual and company progress.

BIOGRAHICAL DATA


Date of Birth :

 April 21, 1989

Age :


26 years old

Civil Status :

Single

Religion :

Roman Catholic

Citizenship :

Filipino

Languages / Dialects :
English and Tagalog

