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OBJECTIVE:

Secure a rewarding job that will utilize and enhance my knowledge and skills in the related fields in order to become more productive and progressive individual to bring positive development in the company and to uplift my position in life.

SUMMARY OF ACHIEVEMENTS AND QUALIFICATIONS:

· Graduate of Bachelor of Science in Commerce major in Management. (4 years)

· Knowledge in Microsoft Office and Internet

· Responsible, Honest, Flexible and Hardworking.

· Can work under pressure and willing to learn new process.

EDUCATION:

Bachelor of Science in Commerce

Major in Management

Holy Cross College

Sta. Ana, Pampanga.

EMPLOYMENT HISTORY:

KANG NAM PACKAGING HOUSE INC.,

EPZA Rosario, Cavite.

SALES STAFF-CUSTOMER SERVICE/PURCHASING STAFF /WAREHOUSE AND DELIVERY STAFF/HR STAFF

OCTOBER 18, 2010 – DECEMBER 23, 2014

Duties and Responsibilities:

PURCHASING STAFF

· Collect and update requirement of Supplier and other documents needed before transaction starts.

· Conduct Supplier Plant visit if necessary.

· Canvassing price to accredited supplier.

· Responsible in material planning.

· Communicate and coordinate to suppliers concerning PO and deliveries.

· Check delivery based on receiving report from warehouse and QC.

· Prepare Monthly Suppliers Evaluation and Performance of each accredited suppliers.

WAREHOUSE AND DELIVERY STAFF

· Monitoring Incoming and Outgoing delivery

· Observing First IN First Out rule.

· Issuance of Raw Materials to production.

· Monitoring stock height of warehouse.

· Responsible in Monthly Inventory of Finished Goods and Raw Material Stock.
· Daily update of finished good stock and raw material stock.

· Observing cleanliness of warehouse.

SALES STAFF/CUSTOMER SERVICE REPRESENTATIVE
· Responsible in preparation of cost analysis and sales quotation.

· Receive, review, check price and confirm purchase order from customer.

· Communicate to customer regarding product requirement.

· Communicate to customer regarding Po and deliveries.

· Prepare documents for delivery suck as Invoices ,Delivery Receipt, and 8106.

· Prepare Daily delivery order.

· Prepare Monthly Sales report.

· Prepare monthly Statement Of Account and fax to customer.

· Follow up and pick up collection to customers.

· Filling of sales invoice, DR and SOA.

HR STAFF

· Monitor late and absences.

· Encode daily time in and out of employee.

· Responsible to weekly meeting for each department concerns.

· Update the records of each employee.

· Making memo regarding holiday, meeting, rules and policy of the company.

· Make weekly report to company president about the absences and late.

Pro SMD Tech. Phil’s., Inc.

EPZA Rosario, Cavite.

PRODUCTION STAFF

May 25, 2009 – July 26, 2010

Duties and Responsibilities:

· Encode daily output of production.

· Encode Daily quality data of production.

· Monitor the daily attendance and overtime of operator.

· Monitor and request all sub-materials supplies needed by production.

· File all the production documents and records.

· Provide all the necessary forms/sheets needed by production.

· Prepare monthly output and quality data summary.

· Perform other duties and responsibilities that maybe assign by my immediate superiors.

PERSONAL INFORMATION:

Age


: 29 years old

Date of birth

: March 11, 1986

Place of birth 
: Sta. Ana, Pampanga, Philippines
Gender

: Female

Height


: 5’3”

Weight


: 125 lbs.

Civil Status

: Single

Citizenship

: Filipino

Languages
: English
