 ANNALYN  S. ANGELES



OBJECTIVE:                                                                                                                                                                                                       
Looking for a position in a competitive company so that I would be continually challenged and do my obligations to contribute to the vision, mission, and values of the company to help me grow intellectually
WORK EXPERIENCED:                                                                                                                                                                                                                                                                       
Position


 HR Admin Assistants /Secretary
Duration

:
September 2013 up to present

Company

:
Gulf Fidelity Security Services

Location

:
Electra  St. Abudhabi UAE

Job Description
:




: To managed the roster, leaves of employee staff and guards 




 To encode and handle all the supplies used by employees
 To welcomes new employees to the organization by conducting orientation.

To maintains employee information by entering and updating employment and status- change data.

To provides secretarial support by entering, formatting, and printing information; organizing work , distributing memos , answering    the telephone; relaying messages; maintaining equipment and supplies.
To manage incoming and outgoing correspondence, reports and documents




Making the applications of the guards for NSI( National Sec. Institute) and PSBD




   ( Private Security Business Department)

 To manage the petty cash. Invoices, transportations, accommodations and also other           accounts

`Position


Receptionist /Secretary/ HR Assistants /Accounts
Duration

:
March 20, 2010- December 20 2012
Company

:
Gulf Fidelity Security Services

Location

:
Al- Karamah Abu Dhabi

Job Description
:





To encode and handle all the supplies used by employees



To manage incoming and outgoing correspondence, reports and documents.



Telephone operator




Arranging the meetings, travels and giving the minutes of the meeting.



Preparing agendas, and maintaining the schedule of our GM




Updating all the files of the security guard like passport, PSBD, Labour card and etc.




Making the applications of the guards for NSI( National Sec. Institute) and PSBD




( Private Security Business Department)
: Managing the petty cash. Invoices, transportations, accommodations and also other     accounts
Position

:
Company Secretary
Duration

:
March 02 2009-November 02 2009
Company

:
Imes Corporation
Location

:
Epza Rosario Cavite Philippines
Job Description: 
To analyze incoming memos submissions and reports in order to determine their                             significance and distribute accordingly.
             To distribute incoming correspondence, including faxes and  emails.
            
 To prepare agendas and make arrangements for the team.
 

 To manage incoming and outgoing documents.
Position

:
Quality Inspector, Computer Operator PCB Tester

Duration

:
October 28, 2005 – October 28, 2008 

Company

:
Quick test Incorporation

Location

:
Taiwan, Taoyuan Hsien
Job Description:


To check the finish product if it’s all good 

To operate the computer which used at the production.
Position

:
Secretary

Duration

:
October 10, 2004 – October 18, 2005 

Company

:
Philippine Exporters Confederation
Location

:
ITC Complex Roxas Blvrd
Job Description: 

 To serve as an office information manager 


 To arrange and schedules the meetings or appointments


 To organize and preserve papers and computers files and performed research 

 
 To distribute information through the use of telephones, mail, and email

Position

Product Manipulator, Quality Inspector, Tester,      
Operator and Assembly




Duration

:
October 1, 2002 – October 1, 2004 (2 yrs.)

Company

:
Askey Computer Corporation

Location

:
Taiwan Taipei. R.O.C.

Job Description:


To inspect the finish product if it’s good or not 

To test the product if it’s working or not


To pack and assemble the products (adsl, modem, router)
PERSONAL DATA :                                                                                                                                         
Birth date               
: May 20, 1981
Status                   
: Married
Sex                        
: Female

Nationality            
: Filipino

Language              
: Tagalog, English, Mandarin

Skill                      
: Computer Literate
TRAININGS ATTENDED :                                                                                                                             
    POSITION                  COMPANY/ADDRESS              

         DATES 


*Assistant Teacher           Technological University of the Phil   
           Nov. 2000- March 2001

( 1stYear College )            Ayala Blvd. Metro Manila


*Asistant Teacher             Araullo High School                                 
June 2001- Oct.2001

(4th Yr High School)        Taft Corner.U.N. Avenue, Manila
*Baking 
 
    Technical Educ. and Skills Dev. Authority
 Aug.2008-Sept 2008

     Pastry Production        Maragondon Cavite

* ISO 9001                         Al quoz Camp Dubai



October 2012
EDUCATIONAL BACKGROUND:                                                                                                               
 
   
 

TERTIARY
 
            BACHELOR IN TECHNICAL TEACHERS EDUCATION
            MAJOR IN ELECTRONICS
            Technological University of the Philippines

            Ayala Boulevard Metro Manila

            June 2000-October2001

 

            COM-CHEST, COMPUTER LESSON
       
Remedios, Metro Manila

           August 2000- January 2001
ELECTRONICS COMMUNICATION ENGINEERING TECHNOLOGY
 (D.O.S.T. SCHOLAR GRADUATE)
Technological University of the Philippines

Ayala Boulevard Metro Manila

 June 1997- March 2000
                                     
  SECONDARY
             MARAGONDON NATIONAL HIGH SCHOOL
             Maragondon, Cavite

             1993 – 1997

                            
 PRIMARY 
              MARAGONDON PAROCHIAL SCHOOL             
              Maragondon, Cavite( 1987-1993)
Job Seeker First Name / CV No: 
1822890
Click to send CV No & get contact details of candidate
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