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MARIA 
POSITION APPLYING FOR:



Document Controller / Receptionists
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OBJECTIVE
To be able to work in a company where I could build a career path and utilize my knowledge and ability, and at the same time would be given an opportunity to grow and become a better person.

SKILLS PROFILE

· Excellent interpersonal and communication skills. Able to work well and cooperate with colleague and management.

· Has a passion for excellence and continuous learning.

· Makes oneself accountable and responsible to tasks assigned.
· Knowledge in general clerical duties.

· Good filing and organizationals skills, with experience in handling confidential paperworks.
· Good customer-relations background.

· With experience and knowledge in operating stamping and bending machine

EMPLOYMENT HISTORY
03/13/14– 02/15/16

General Office Staff
· Performs secretarial duty
· Attends to customer queries/concerns. 
· Data Encoding / Data Entry
GAME CONSOLE INC.
02/09/2012– 10/02/2013

Customer Service Assistance
· Providing Good Customer Service Satisfaction

· Performs inventory of stocks
· Data Encoder

FUJITSU TEN CORPORATION OF THE PHILS.
06/18/2010– 06/18/2011

Quality Control Inspector
·  Visual Inspector of PCB’s and airbag materials

· Performs 5S and good housekeeping

ICHINOMIYA  ELECTRONICS  PHILS. Corp (IMEP)

01/17/2009 - 02/17/2010
Machine Operator

· Operating stamping and bending machine for the production of quality stator

Visual Inspector
   -      inspection of stator and coil for final process
   -      sorting of good stator from defective ones

Checker / Inspector

   -      conducts hourly sampling of stator using caliper and height gauge

   -      quality check of in-process materials

   -      evaluates materials based on agreed methods
   -       data encoder
FASTLINKS COMPUTER SYSTEMS
07/26/2006 – 07/29/ 2008

General Office Staff
· Performs general duties

· Encoding data in windows-based programs (delivery receipts, daily inventory and expenses of the company)

· Prepares daily, weekly, and monthly reports as needed by the management

· Knowledge in Microsoft Office (Word, Excel, Powerpoint)

EDUCATION

BACHELOR OF SCIENCE IN COMPUTER SCIENCE

San Pedro College of Business Administration

2002 to 2006

ELEMENTARY AND SECONDARY

Colegio San Antonio

1992 to 2002


SPECIAL COURSES

CALL CENTER TRAINING PROGRAM

Informatics Computer Center

March 7, 2011 to April 1, 2011


PERSONAL INFORMATION

· Single, 31 years old
· With strong work ethics and professional attitude – strives further to enhance and develop work skills
· Shows competency and credibility in work. Makes oneself accountable and responsible to tasks assigned
· Maintains an open-minded attitude towards work. Takes initiatives to learns;
considers constructive feedback from colleagues and supervisors

· Physically fit and can start work immediately
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