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OBJECTIVE:
To pursue a career that entails challenges with organization that will make me achieve a higher level of accomplishment and benefit mutual growth and success.
WORK EXPERIENCE:
INGRASYS TECHNOLOGY INC.  -
Taipei, Taiwan

Machine Operator

September 2012 – September 2015  

Job Description:

- Setup the production equipment and supplies before executing the job orders. 

- Operate equipment safely and effectively for production processing. 
- Ensure that equipments are maintained in good and safe working condition. 
- Inspect equipment to identify any replacements, malfunctions and repairs. 

TAGUIG CITY HALL LEGISLATIVE OFFICE- Taguig City Philippines

Secretary / Documents Controller 
September 2010 – September 2012 

Job Description:

-Ensures proper document classification, sorting, filing and proper archiving. 

-Reviews completeness of documentation and prepares document transmittals.
-Performs document quality check in accordance to Company
BENCH CLOTHING – Market-Market Taguig City Philippines

Sales Assistant / Sales Receptionist

August 2008– August 2010
Job Description:

- Arrange the goods in a proper way and  Be sure the customer is satisfied in our service.
- Always serve the customers in a polite and cheerful way 

- Keep track of the daily sales.
Grand Asia Foods Corp. – Laguna, Philippines

Customer Service / Receptionist 
January 2008 - July 2008
Job Description:

- Meeting and greeting clients

- Answering and forwarding phone calls

- Keeping the Reception area tidy

- Screening phone calls
CHOWKING RESTURANT - Philippines 
Waitress
December 2007 –December 2008
Job Description:

-Meet and greet the guest / Menu presentation                                                                               
-Suggestive selling / Guiding and seating the guest                                            
-Placing orders to system / Check the comfort and seating arrangement               
-Quality checking and Food presentation 
SKILLS:
(Hardworking, patient, flexible, positive and highly motivated individual who can also work           well within a group with the focus of getting a job done. 

(Resourceful, fast learner, and with a wide range of practical skills and working experience

(Computer literate- knowledge of Microsoft Office, and Photoshop 

EDUCATIONAL BACKGROUND:
Tertiary:

AMA COMPUTER COLLEGE
Philippines



Associate of Information Technology


(Computer System and Network Technology)



2008-2011

Graduate

ASIAN COLLEGE OF SCIENCE AND TECHNOLGY

Philippines
Bachelor of Science in Computer Science

2003-2006
CENTRAL VISASYAS POLYTECHNIC COLLEGE

Philippines
Bachelor of Science in Criminology

2001-2003

TRAINING AND SEMINAR ATTENDED:
ON THE JOB TRAINING at City Government of Taguig Philippines 
Secretary / Office Staff at Legislative Department

July 2010 – October 2010

TESDA PHILIPPINES 

Finishing Course for Call Center Agent NC II

October 2009 – November 2009
 PERSONAL DATA:

Date of Birth


:
August 6, 1985



Age



:
30 yrs. old

Civil Status


:
Single



Language & Dialect spoken
:
English, Tagalog and Mandarin 
Visa Status


:
Tourist Visa
