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Personal Profile





A highly motivated looking to kickstart my career by providing exceptional service and dedication. 





Possessing enthusiasm, excellent drive for succes and a positive attitude, I aim to be     an asset to an organization where I can best share and utilize my knowledge, education and skills for the betterment of not just my growth, individually and professionally, but as well as to the company’s economic progress.








Academic Qualifications





Bachelor of Science in Psychology 


Don Mariano Marcos Memorial State University


Agoo, La Union  Philippines  


1994-1998








Seminars and Trainings attended





Food Safety & Hygiene Training Basic Level


25th May 2013 – RMK The Expetrs





            QMS Foundation Training Course (Based on ISO 9001:2008 Standard)


23rd of July 2013 – Bureau Veritas





Internal QMS Auditor Training Course (Based on ISO 9001:2008 Standard)


24th & 25th of July 2013 – Bureau Veritas





Occupational Health and Safety Management System


                                         13th of August 2017 – Bureau Veritas





  Current Good Manufacturing Practice (CGMP) & ISO Awareness


                                     25th May 2017 – SA Goldon Philippines





                                           Packaging Inspection Seminar


	                                 August 29, 2006 – SA Goldon Philippines





                                    Basic Supervisory Skills Training


                              September 2010 – Metro Manila, Philippines





Present Job 





Asst. QA / ISO / Document Controller cum Admin Asst


WORDSMART





Key Duties and Responsibilities:





Develop, implement and maintain appropriate quality measures, assist Department Managers to identify and implement appropriate quality measures


Develop, implement and maintain appropriate quality measures, assist Department Managers to identify and implement appropriate quality measures


Couch other team members, Provide start up training for new people, other training as required in quality measures including standards, processes and templates ISO 9001, HACCP and OHSAS Standards.


Manage overall internal audit programme, schedule and perform product and service audits, report results and follow up, participate in product, service and project reviews 


Manage system, liaise with certifier, ensure continuing certification for ISO 9001 and ISO 22000 FSMS


Ensure effective system of document control and issue controlled documents.


Conduct ISO 9001:2008 Internal Audit and ISO 22000 FSMS Internal Audit.


Prepare documents and files such as Standard Operating Procedure, Work Instructions, Business Quality Objectives, Internal and External Audit Reports and Authority Matrix necessary for conducting Internal Audit


Filing and organizing QA/ISO related documents in accordance to the required standard and perform other duty as maybe assigned by the Head of Department.


Preparing Internal Audit Notification and Timetable Plan.


Assisting in conducting the Management Review with my Manager for the whole company.


Update records and revise documents (WIP, SOP & Forms) from time to time should there be any request from each Divisions and Department.


Provide monthly analysis report regarding Customer Feedback for Business Unit and Engineering Department.


Incoding received Customer Feedback on daily basis.


Assists External Auditors every renewal of Certificate for the whole Company ( Dubai, Sharjah, Abu Dhabi Fujairah and Engineering).


Attends meetings with the Managers and taking down notes all minutes of meetings discussed and send the consolidated report to the whole company.


Reporting to the Top Management with the Managers of each Division based on the Internal Audit results conducted. 



































Provide monthly analysis report regarding Customer Feedback for Business Unit and Engineering Department.


Encoding received Customer Feedback on daily basis.


Assists External Auditors every renewal of Certificate for the whole Company (Dubai, Sharjah, Abu Dhabi Fujairah and Engineering).


Attends meetings with the Managers and taking down notes all minutes of meetings discussed and send the consolidated report to the whole company.


Reporting to the Top Management with the Managers of each Division based on the Internal Audit results conducted. 


Prepare analysis report based on the nos. of non conformance during previous internal audit to the present results.


Sending emails from time to time to all Accounts Manager for any pending report from QA Department.


Reviewing, checking and updating the following: Organizational Chart, Master List of Forms, SOP, WIP, Backlog of Customer Feedback, Business Quality Objectives etc.





WORK EXPERIENCE


 


1.  CG Group - Trader/Supplier of Security Devices


 Asst. QA/ISO Controller - March 1, 2013 – March 1, 2017


2. SA Goldon Philippines Corportion – Cosmetics Mfg. Comp.


  Jan. 31, 2005       -    October 5, 2009 - QA Analyst/Inspector 


 October 5, 2009   -    April 9, 2010  /Quality Control OIC                                                                                             –     April 9, 2010       -    October 2011 /  Quality Control Supervisor


 October 2011       -    January 2012 /Production Supervisor Trainee


 January 2012       -    February 2013  /  Production Supervisor





Key Duties and Responsibilities:





1. Supervises directly the activities of the quality control personnel with 


Regards to the following


a. Raw Materials


b. Packaging Materials


c. Bulk ( in process and finished)


d. Production line


e. Finished products


2. Coordinates very closely with other units like production, purchasing, client on matters affecting and pertaining to quality control.


3. Recommends for the implementation and or revision of the quality         control procedures for a more efficient and effective quality control.


4. Ensure that all quality control apparatus and facilities are in good                   


condition.


5. Keeps master samples and batch samples and conduct monthly


surveillance of production line being retained.


6. Sees to it that compliance to good housekeeping and good 


manufacturing practice are observed.


7. Closely coordinates with the other supervisors regarding good


Manufacturing practice.


8. Performs other task that may be assigned from time to time




















Technical Skills


- Able to conduct Internal Auditing.


- Able to make Powerpoint report 


- Knowledgable in Documentation procedures (Revision of forms, WIP, SOP, Manuals)


- Microsoft Office proficient





Personal Skills


- Excellent in oral and written communication.


- Fluent command of the English language.


- Punctual and well presented


- Confident outlook


- Good listener


- Able to work individually or in a team


- Attentive to details


- Broad minded


- Adaptable to different situations


- Able to work under pressure





Additional Information


Date of Birth:	September 26, 1981


Place of Birth:	  San Fabian Pangasinan 


Gender: 	Male


Age:		 35


Height:		5’5


Nationality: 	Filipino


Civil Status: 	Single


Languages:      English

















References on request








