CAREER OBJECTIVE

Seeking and securing a challenging position that will help develop my abilities through personal efforts and hard work. To advance pivotal roles in the hospitality, industry, in a high profile organization offering genuine career advancement opportunities.

EDUCATIONAL ATTAINMENT


Laguna College

2009-2011

Bachelor of Science in Industrial Engineering San Pablo Laguna (Phil.)

Technological Institute of the Philippines

2001-2004

Bachelor of Science in Electronics and Communication Engineering Quiapo Manila(Phil.)

COMPUTER SKILLS


Microsoft word, Microsoft excel, PowerPoint

Proven accuracy, reliable, detail-oriented and capacity to shoulder higher responsibility, clear and concise written and oral communication skills.

WORK EXPERIENCES


DISTRICT ADMIN CLERK

Department of Education

January 25, 2013 – To March 11, 2016

Responsibilities

· Answering calls/emails and letter correspondence.
· Preparation of Monthly School Reports
· Disseminate Memorandum to the schools jurisdiction
· Handling District Office MOOE (Monthly) - Cash Request & Liquidation of Requested Cash Advance
· Maintaining & Handling Financial Report of office.
· Assisting recruitment and promotion ranking of teachers
· Maintaining proper logs for easy tracking of documents.
· Follow up to all related activities required.
PRODUCTION TECHNICAL STAFF Manufacturing Corp. 

April 2011 – August 2012

Responsibilities:

· Request Materials needed for the production
· Monitoring process flow of production (line quality control and production activities)
· Inventory Control (Materials and Products)
· Scheduling Production
· Updating Manpower Monitoring
PRODUCTION OPERATOR (FINAL TEST)

Information Equipment (Philippines), Inc.

Biñan City

October 2007 – February 2008

Responsibilities:

· Maintaining Quality product
· Inspection of the product
TRAINING AND WORKSHOP SEMINAR


· Website Management Workshop
· Data Gathering of Personnel Information
· Computer Aided Design Leading to Technical Drafting NC II (AutoCAD)
PERSONAL DATA


	Date of Birth
	:
	December 19, 1983

	Sex
	:
	Female

	Height
	:
	5ft. 3in.

	Weight
	:
	147 lbs.

	Nationality
	:
	Filipino

	Marital Status
	:
	Married

	Language Spoken
	:
	English and Tagalog
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