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OBJECTIVE
To obtain my skills and abilities as a Computer Programmer graduate and to be part of a reputable and competitive company where in I can contribute to the achievement of goals of the company
	
	EMPLOYMENT HISTORY

	Designation:
	Coordinator cum Visual Inspector

	Company Name:
	IM Digital Philippines Inc.

	Department:
	Video Camera Module

	Nature of Business:
	Camera Lens

	Date Attended:
	October 2012 to September 2015


Roles and Responsibility:
· Coordinating VCM staff weekly meeting 
· Answering phone call and making local calls 
· Handling inquiries and incoming work requests from production line 
· Keeping & compiling the records and maintaining filing system 
· Checking and distributing documents and correspondence 
· Sending emails, preparing and sending outgoing mailings 
· Data entry & checking data, updating and maintaining VCM system data base 
· Checking daily and monthly attendance sheet performance of the production line members 
· Reporting work done of the group and submit to immediate supervisor 
· Monitoring and ordering inventory of office supplies for VCM dept. 
· Photocopying, scanning and faxing 
· Visualize and separate those Good and Not good or failed units inspected 
· Immediately repairing those identified Not Good or Failed units to lessen the scrap and save the units 
· Identified the acceptable units as per the standard criteria such as: Stain lens- 200 micron; Particles inside the lens- 20 microns; Scratch lens- 40 microns; any length and must no curve 
Designation:
Production Clerk
Company Name:
Samsung Electro-Mechanic
Department:
MLCC (Multilayer Ceramic Capacitors)
Nature of Business:   Microchips
Date Attended:
May 2010 to July 2012
Roles and Responsibility:
· Checking daily and monthly attendance sheet performance of the production line members 
· Reporting work done of the group in each day and submit to immediate supervisor 
· Data entry of passed and failed units for each day 
· Collecting data from each production line and update on the system data base 
· Maintain the files and control logs as required 
· Perform document photocopying, scanning, manage files & records and paperwork distribution tasks 
· Assist inventory of office supplies and monitoring 
· Other daily curricular activities 
	
	EDUCATIONAL BACKGROUND

	PRIMARY:
	Niing Elementary School

	
	Niing, San Antonio, Quezon

	
	1998-2004

	SECONDARY:
	San Antonio National High School

	
	Sampaguita, San Antonio, Quezon

	
	2004-2008

	TERTIARY:
	Asian Institute of Technology and Education

	
	Tiaong, Quezon

	
	Diploma in Computer-Programming

	
	2008-2010



PERSONAL SKILLS & TRAINING
· Microsoft office 
· Encoding/ Data entry 
· Documentation 
· Visual Inspection 
· I’m a hard working person and self-motivated. 
· Can be learned with a minimal supervision and fast learner. 
On Job Training (1 Month):
Municipality of San Antonio
MPDC Department
San Antonio, Quezon, Philippines
February 2010 to March 2010
Document Controller
· Assisting the Municipality staff’s in MPDC Department (Municipal Planning Development Coordinator) in all documentation such as book binding, filing, compilation, printing, faxing and others. 
· Data entry of franchise order issued for tricycle and file compilation. 
· Updating the files and checking the data received and keeping the records of data or document received. 
	
	
	PERSONAL DATA

	Birthday
	:
	9th February 1992

	
	
	

	
	
	

	Validity
	:
	10-March- 2018

	Age
	:
	23

	Religion
	:
	Christian Catholic

	Civil Status
	:
	Single

	Nationality
	:
	Filipino

	Gender
	:
	Female

	Height
	:
	5’2

	Weight
	:
	58 kgs.


Character references: Available upon request.
I hereby certify that the above information is true and correct to the best of my knowledge and beliefs.
