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CURRICULUM VITAE

KATHLEEN
PERSONAL BACKGROUND:
Birth date: August 20, 1991

Nationality: Filipino

OBJECTIVE:
I’m seeking a Document Controller position in a well established firm to use my education and experience in a way that benefits the company.
SKILLS:

· Computer-literate performer with extensive software proficiency covering wide variety of applications. (MS WORD & EXCEL)

· Flexible team player who thrives in environments requiring ability to effectively prioritize and juggle multiple concurrent projects.

· Productive worker with solid work ethic who exerts optimal effort in successfully completing tasks.
· Dependable, responsible contributor
WORK EXPERIENCE:

DOCUMENT CONTROLLER (EA)/ QUALITY CONTROL ENGINEER

/ISO COORDINATOR

August 22, 2011- October 15, 2015

TONG LUNG (PHILS.) METAL INDUSTRY CO., INC.
Document Controller (Executive Assistant) 

· Manage day to day operation in the office.

· Managing projects and conducting research.

· Preparing and editing correspondence, reports and presentations.

· Maintains and manages all important documents and assures that it is easily accessible and stored.

· Maintains and examines related files to release drawings and engineering documents to other operating departments.

· Coordinate all activities related to the Document Control Procedure, including technical documents, drawings, and commercial correspondence.

· Make sure that the controlled copies, of latest approved documents and drawings are given to appropriate staff, subcontractors and supplier as applicable & it will be remained control by my sampling checking every week.
· Maintain updated records of all approved documents and drawings and their distribution clearly.

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

Quality Control Engineer 

· Measures the Production’s nonconformities and translates the results into the Monthly Unusual Statistical Report.

· Manages the outgoing inspection activities and reports with subordinates.

· Measures and evaluates the supplier’s quality and defective delivery rate.

· Provides technical support to local team to resolve quality related issue.
ISO Internal & External Specialist

· Conducting a twice a year training for the Proper Documentation of files & Records.

· Certified ISO 9001-2008 Quality Management System Auditor

· Certified ISO 19011-2011 Internal Audit training Quality Management System Auditor

· Provides and lead audit schedule for internal and external and documents needed. 

· Provides strategic plan & preparation for External Audit (3rd party Audit)

· Communicate with the Internal Auditors & External Auditors with their needs during audit.

· Committed to excellence and success.
EDUCATIONAL ATTAINMENT:
College:
Lyceum of Subic Bay College Philippines



Bachelor of Science in Information Technology



2007-2011

Secondary:
MagsaysayMemorialCollege



San Narciso Zambales Philippines



2003-2007

Elementary:
MagsaysayMemorialCollege
San Narciso Zambales Philippines



1997-2003
*Character references available upon request.


I hereby certify that to the best of my knowledge and belief that the information’s given in the application are true and correct. I am aware that I willfully provided any incorrect information my application will be subjected for invalidity.

_________________________
 (Applicant)
