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Visa Status : Visit Visa
KEY QUALIFICATIONS :  An organized and detail-oriented person, having more than 8 years of working experience in document controller duties with excellent communication, organizational and planning skills, with background in encoding systems, secretarial works and Information Technology.
EDUCATIONAL QUALIFICATION:
 Bachelor of Science in Computer Science
Batangas State University

Alangilan Campus, Batangas City, Philippines

1996-2000

WORK EXPERIENCE:

January 21, 2008 – April 30, 2015
Document Controller/Office Staff
Philippine Ports Authority PMO Batangas

Total Port Security System

Port Access Road, Calicanto, Batangas City, Philippines
Job Description:



· Input document data into the logging system ensuring that the information is accurate and up to date for weekly submission to Port Manager 
· Recording of important events held at the Port, such as visits by government officials.

· Prepares reports for monitored  incidents of particular interest for submission to Port Manager

· Assisting the Administrative officer on liaison works

· Filing, organize and arrange records for company’s reference. 
· Carries out electronic and hard filing of documents 

· Makes sure that hard and electronic copy files are archived according to archive policy.

· Receive and handle incoming / outgoing documents / mails as well as responsible for the distribution. 

· Receptionist duties, screening telephone calls and furnishing information when possible. 

February 16, 2006 to January 20, 2008

Office Clerk

Lookheed Detective & Watchman Agency, Inc.

Philippine Ports Authority PMO Batangas

Port Police Division

Port Access Road, Calicanto Batangas City, Philippines
Job Description:

· Maintains a systematic recording and filing of records and other communications/documents

· Route office correspondence, memoranda, endorsement and the like

· Perform typing work related accomplishment of various projects/activities of the Division

· Encode memos, letters, reports and other forms

· Perform other duties that are assigned from time to time

 August 27, 2001-September 3, 2005

Content Analyst

SPI Technologies

SPI Publisher Services Content and Info Solutions

Carmelray Industrial Park II, Calamba, Laguna, Philippines
Job Description:
· Responsible for accomplishing clerical as well as pre and post production activities in accordance with the company’s productivity, accuracy, standards and schedule.

· Ensures that all procedures, instruction and processes in the department are followed in conformance with the existing quality system requirements.

· Performs quality control related activities such as output checking, printing, sectionalized print-out checking, etc.

· Performs other computer related activities such as coding equation, file modification, parsing, listing, material control, etc.
July 13, 2000-May 21, 2001

Production Operator

AMKOR ANAM Technology Philippines

119 North Science Avenue, Laguna Technopark, Biñan, Laguna, Philippines
Job Description:

· Responsible for operating machines in the production of electronic/semiconductor devices.

· Assembles products units/ components according to specification and instruction

· Maintain continuity of production by seeing to it that the machine equipment handles is efficiently running

· Coordinates line maintenance problem that hamper continuity in production

April to June 1999

On-the-JobTrainee

Government Service Insurance System (GSIS)

Alangilan Branch, Batangas City

Job Description:

· Responsible for answering telephone calls, filling of records, encoding documents and assisting personnel in their job.
SEMINARS/TRAINING ATTENDED:
November 23 – 24, 2010   

Gender Sensitivity Training/Team Building

                                            
        
Philippine Ports Authority PMO Batangas                                                             

                                               
     
Valentino Resort, San Jose Batangas

June 9 – 10, 2010

  
 Security Awareness Training & Bomb Threat 


   




 Identification and Management Seminar





   
 Philippine Ports Authority PMO Batangas/PNP

Jan. 28 – Feb. 1, 2008


 Gate Management System (GMS)

Conducted by 



Japan Radio Co., Ltd. – Sta Clara Joint Corp.Venture






Batangas Port Development Project Phase II






Philippine Ports Authority PMO Batangas

July 16 -17, 2003


Personal Empowerment Training






SPI Content Science, Inc. 






Carmelray Industrial Park II Calamba Laguna

August 1, 2000



PEP 1: Insights 






Amkor Technology Philippines, Inc. P3






119 North Science Avenue, Laguna Technopark






Binan, Laguna
PERSONAL INFORMATION:
Date of Birth

: November 1, 1979
Place of Birth

: Naujan, Oriental Mindoro
Status


: Married
Age


: 35 yrs. old


Sex


: Female

Weight       

: 125 lbs.


Height        

: 5’3”


Citizenship 

: Filipino


Religion

: Catholic
