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MERLINDA 

OBJECTIVE: 
Challenging and rewardingcareer which stimulates my growth and professionalism to facilitate a sense of achievement and impulsion in life, as well as organization growth. To exhibit excellence in every field I work.
EDUCATION ATTAINMENT

Course: COMPUTER TECHNOLOGY

POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

Maragondon Branch

Maragondon Cavite

Year Graduated: 2000

WORK EXPERIENCE AND RESPONSIBILITY

Position Held

:
Receptionist / Administrator
Name of Company
:
 
Address


:
Unit7 LevelB, The Jewels Tower2, Dubai Marina
Duration


:
March 2014 – May2016
Job Description

· Greeting customer as they arrive at the salon and making sure they feel comfortable and dealwith their enquires.
· Operate cash register and perform computer reception duties such as answering telephone calls, making appointments,  retail products write up and client record cards. 
· Doing bank deposit, bank withdrawal, invoice, receipt, bills online payment filling, document control, and  sending /reply on emails
· Daily cashing up and monitoring the cash flow on a daily basis and petty cash
· Ensuring that daily business operations are conducted according to Company Standards
· Stock taking and reporting to the Director
· Making daily, monthly reports and monthly salary of staff
· Assisting stylist
· Perform duties that may be assigned from time to time.
· Opening and closing of Salon
Position Held

:
SUPERVISOR (Butchery or Meat Section)
Name of Company
:
LULU HYPER MARKET

Address


:
AL-RIA omariya Kuwait
Duration


:
May 2007– March 2013
Job Description

· Monitors staff attendance and manages staff breaks to maximize staff availability on the counter
· Ensures that all products sold are in code and are freshly cutandfollows the expiry check procedure so that short expiry products are identified
· Maintain a daily stock to ensure product availability at all the timesand ensures quality and freshness checks are regularly carried out and take action onpoor quality products
· Ensures a proper close down and open of the Meat Department
· Maintains chill chain when moving products from a chill to ambient area
· Ensures deep clean schedule is followed
· Ensures that only trained staff use dangerous machinery
· Communicates any issues and informs Line Manager about any disciplinary issues
· Ensures company policies is maintained at all time
· Assist manager with special events and/or track functions.
Position Held
:
WAREHOUSE COORDINATOR (Scheduler,Reconciler, cycle count & Data entry clerk)

Name of Company
:
ASTEC POWER INC.
Address


:
Main Road Cor"J" CEPZA, Rosario Cavite

Duration


:
May2005 – May 2007

Job Description


· Analyzes and Schedules warehouse daily kitting activities to meet the releaseddate given by the production planning and department.
· Sets standard time for manpower allocation of warehouse kitters, and all other warehouse activities on a day–to–day basis to synchronize its daily activities, and forecast loading if overtime is necessary to meet the given schedule.
· Perform BPCS AUTO I transaction (Automatic Issuance) that will be the basis on kitting by the production floor stock.
· Process from BPCS revised pick list for kitter’s reference in their daily kitting activities.
· Ensure that kitting activities are properly performed by the kitters, and resolve on any problem encounter on their Barcode

· Scanner and/or during system transaction and  anyunkitted items after the shift will be highlighted to the concern aisle supervisor in-charge for them to resolve constraints(s) during that day. Any materials issue beyond warehouse control will then be highlighted to the concern MPC and PPC to give its materials in-house (MIH) date to monitor when the items will arrived.
· Attends meeting with the PPC/MPC regarding their new kitting schedule and bach-up support as a FACILITATOR
· Ensure to issue all available kits that are scheduled for production run.
· Back-up support to the Warehouse aisle supervisor and assist warehouse aisle kitters in their daily activities
· Highlights to the concern Materials Planner any unlocated parts and/ or with physical damage at warehouse to have its immediate replacement.
· Back-up support to the advance kit supervisor and assist Warehouse facilitator on their issuance of kits to the production
· Coordinate to all production Manager/Supervisor all available kits for issuance during the released date given by the PPC and proposed to change issuance date of all unrecieved kits.
· Support and assist all materials request, etc. by other department.
· Perform duties that may be assigned from time to time.
Position Held

:
DOCUMENT CONTROLLER
PRODUCTION CLERK& COORDINATOR
Name of Company
:
ASTEC POWER INC.

Address


:
Main Road Cor"J" CEPZA, Rosario Cavite

Duration


:
June 1995– May 2005
Job Description



· Generate the various document control reports as required.

· Typing of production documents, and follow up of all the production needs

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable

· 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.

· Maintain the files and control logs as required by the project.

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

·  Input document data into the standard registers ensuring that the information is accurate and up to date.

· Perform duties that may be assigned from time to time.
· Handles requests of engineering documents from the different departments in the company.

· Retrieves documentation from document control or physical files and provides copies to requesting employees.

· Maintains drawings and other engineering documentation in accordance with established document control system procedures and retains original documents in physical files.

· Process and distribute change request and change orders of engineering documents

· Ensure that we operate to and possess the most of engineering current revision documents.
TRAINING AND SEMINARS ATTENDED

On- the-job Training
IT Maintenance

July 1999




Main Ave. Cor"J" CEPZA Cavite

One Month Basic

July 1999

Computer Training
RAC COMPUTER CENTER


(Hardware & Software)
Maragondon Cavite
PERSONAL INFORMATION

Civil Status


Married
Date of Birth


April 13, 1978

Place of birth


Tulay Maragondon Cavite


Sex



Female

Age



38
Nationality


Filipino

Visa 



Cancelled  Visa
SPECIAL SKILLS
· Computer literate(MS Word, Excel, Power Point)
· Knowledgeable in BPCS (Business planning & Control System)
· Knowledgeable in soldering and  ICT Testing (in-circuit Test)
· Can speak Basic Arabic
KEY STRENGTHS

· Can work with extreme pressure
· Can easily cope up with the over demand of job

· Hard working, trusted & honest person

· Flexibility in every kind of work situation

· Easy learner
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
_______________________



MERLINDA 
CV No: 1740258
Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



[image: image2.png]



