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 To obtain employment in a leading company in which I would be able to apply my working experience and to further advance my professional knowledge and skills.



Attentive to detail: High standards of accuracy, concerned with quality, completing tasks correctly and on time and following through with directives.
Interpersonal: Perform effectively both as an autonomous, self-motivated individual and as an active member of a decision- making team. Excellent customer service, Energetic, Active ,
Reliable: Excellent attendance record and extremely punctual, ability to meet deadlines and work under pressure, multi task oriented and a fast learner.

Computer Skills: Computer knowledge and experience in Microsoft excel applications, data entry and dealing with data base  and accounting programs, internet applications and maintenance of computer.


DUPONT PIONEER-Philippines 

Quality Assurance Assistant
 February 2007-August 2015
Duties & Responsibilities: 
· Giving assistance to Laboratory Technician on the on-site-testing. Ensure accuracy of the data encoded

· Responsible for the data encoding and sending of results.

· Conduct Corn Physical   damage Test. Conduct Evaluation of Corn Field Emergence Test.

· Conduct Rice Damage Test. Assist in Rice grow-out trials

· Ensure safety of the team by applying brother’s keeper rule.
· Maintain cleanliness of the area. Sustain 5s and janitorial area.

· Assist in monitoring and safekeeping of internal samples. Ready to do others  task if needed
· Constant monitoring of materials & supplies needed by the team,& initiate purchase request & ensuring of minimum level of inventory to avoid zero inventory materials.

· Assist with different  office  works ,( scanning, filling, printing & preparing documents. 
· Responsible for encoding /posting of quality data in QLAB.
· Ready to give support to other section’s work if needed.

RDJ ENTERPRISES-Philippines 
 Receptionist

 December 2005-November 2006

Duties & Responsibilities: 

· Responsible for building good impression toward the clients through friendly tone voice.

· Handling all the incoming & outgoing documents.

· Sorting out incoming and outgoing documents and distributing them to each dept.

· Ensuring accurate and timely completion of paper works.

· Preparing transmittal.

· Making follow up of some pending activities related 
· Perform other duty that may be assigned by the immediate superior.
· Scanning and filling documents
KCC MALL OF MARBEL/GAISANO MALL –Philippines 
Sales Clerk 

August 2002-October 2005
Duties & Responsibilities:        
· Work with customers with the most cheerful and pleasant disposition

· Give answers to customers’ questions or concerns related to the product they are charged to sell and demonstrate good knowledge of the product

· Communicate and assist customers in any way possible and as the customers may require

· Deal with customer’s complaints professionally and with restraint

· Close as many deals and transactions as possible

· Process or help process payments made by the customer – whether by in cash or credit card

· Bag products for the customers (if there’s no other assigned to that)

· Report sales accurately.
.
  
College

: Notre Dame of Marbel University
Course

 
: Bachelor of Arts-Under Graduate
Highschool

: Notre Dame of Surala
Elementary

: Centrala  Elementary School


Birth Date

: May 10, 1979
Status


: Married
Nationality

: Filipino

Height


: 5’3”
Visa Status

: Visit  Visa [image: image4.jpg]
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