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Career Objective
Seeking an employment that will allow me to grow professionally while being able to utilize my skills for the betterment of the organization with the best of my dedication, determination and resourcefulness.
Educational Attainment

Bachelor of Science in Business Administration, Major in Financial Management at the University of Batangas, Philippines, from 2007 until 2011.

Personal Information

Nickname

:
Donna
Age


:
25 yrs. old

Civil Status

:
Single
Religion 


:
Roman Catholic
Citizenship

:
Filipino
Visa Status

:
Visit Visa

Skills



· Knowledge of production planning and  monitoring

· Knowledge of payroll principles, practices, regulations and procedures.

· Computer literate. (Has knowledge in MS Word, MS Excel and MS PowerPoint)

· Highly trustworthy

· Positive and patient

· Reliable, flexible and innovative within the working environment.
Work Experience
Production Planner and Material Control Staff


Pulido Apparel Co., 

Monteville Subd. Brgy. Dulangan, San Luis, Batangas, Philippines

January 8, 2013-May 2015
Job Description: 

· Downloads and summarized received PO’s, assign job order control and distribute to all production supervisors.  

· Manually update leather grid for monitoring of received PO’s, WIP, order revision, and total quantity shipped based on Packing List provided by Shipping.   

· Prepare cutting orders based on available fabric materials and approved styles for issuance to Beam Press together with Cutting Ticket.

· Prepares production memo with regards to additional/deduction of orders per PO and coordinate this to production 

· Reviews specific requirements of leather styles against SDS and compare the requirement from SIMPAREL.

· Prepares Surplus/Shortages report for all materials (including accessories) and prepares request for those with shortages. Submit this every Thursday and Monday to SHO/NYO.

· Prepares request for local requisition and submit this to purchasing.

· Monitor the status of requisition and coordinates with Traffic team the delivery date if imported and to warehouse for local purchases.

· Answers all faxes and emails concerns pertaining to assigned accounts.
	
	


Payroll Staff


Mirriam Garments


Mangahan, San Luis, Batangas, Philippines

April 21, 2012-October 3, 2012

Job Description:
· Maintains payroll information by collecting, calculating, and entering data.
· Analyze payroll reports. 
· Issue weekly pay slips and salary of the employee’s. 
· Entertain employee’s complaints.
Cashier Trainee


Western Pinnacle Sales Corporation


Lemery Shopping Center, Lemery, Batangas, Philippines

March 04, 2012-April 13, 2012

Job Description: 
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change. 
·  Scan and count products bought by the customers.
·  Receive payment by cash, check, credit cards, vouchers, or automatic debits
Reliever-Doctor’s Secretary


Our Lady of Caysasay Medical Center


Lemery, Batangas, Philippines

April 23-May 26, 2011

Job Description:
·  Assist doctor in some medical procedures like Ultrasounds, Pap smear. 
·  Do the patients medical records.
·  Issue medical prescriptions and medicines if available in clinic.

On-the-Job Training

Bureau of Internal Revenue- Administrative Section


BIR Bldg., Brgy.Hilltop, Batangas City, Philippines
November 08, 2010-February 04, 2011

Job Description:
· Assist administrative officers. 
· Encode reports.
· Issue Certification of Indigency.
Seminars Attended 
Empowering the Minds of Future Finance Executives 



College of Business and Accountancy 



Function Hall, University of Batangas 



August 29, 2009

Maximizing the Market Opportunities and Staying in Control amidst of Global Crisis



College of Business and Accountancy



UB Multi Media Center


February 13, 2009
CBA Lecture Series No. 4: Winners or Losers: Make your Choice


College of Business and Accountancy


University Gymnasium, University of Batangas


February 02, 2009

Enhancing One’s Personality and Ability in the Field of Banking and Finance towards a Successful career


College of Business and Accountancy 



Javier Hall, University of Batangas

August 29, 2008

Achievements



Outstanding Academic Achievement 

College of Business and Accountancy



First Semester, A. Y. 2010-2011

A Business Plan Competition


Fifth Annual Search for the Best Entrepreneurial Project


Participant in Non-Food Category

University of Batangas


September 30 - October 1, 2009

Character References – available upon request.
