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Analaine 
Analaine.331838@2freemail.com
OBJECTIVE

To explore more on the management side by acquiring new task, continuous learning and doing my best to excel and maintain the highest standard of it.
WORK EXPERIENCE


AMDATEX Las Piñas Services, Inc. 

Bldg. 15 La Fuerza Compound, Alabang-Zapote Road, Las Piñas City, Philippines

Business Process Associate


November 2004 - September 2006


Major Responsibilities:

· Key in accurately pertinent info of an order in the client-supplied application in accordance with the given project specifications

· Codes, searches, examine, reviews, screens, types and proof the valid documents as required by the project.

· Checks accuracy of encoded data before going to the next field or order.

· Attends project orientation or training on job-related instructions or company initiative training, when necessary.

· Achieve the required output as set by the management
· Informs immediate superior of any discrepancies and problems encountered while doing assigned task.

· Asks for updates or changes in instruction in case they were absent for a short or long period of time.

· Raises queries to immediate superior for any unclear instructions on the project. 

· Ensures that all relevant documents, forms and records are properly and completely filled up. 

· Reports machine/network breakdown to immediate superior.
· Ensures cleanliness and orderliness in the work area.
· Strictly adhere to company policies.

· Performs other duties as may be assigned.
Lineleader 
September 2006 – April 2010
Major Responsibilities:

· Manage and assists BPAs (Business Process Associate) in the effective discharge of their responsibilities.

· Recommends hiring, promotion, suspension and/or termination of BPAs.

· Monitor attendance and recommend overtime approval of BPAs.

· Checks daily production schedule and allocates the required resources.

· Monitor orders received and completed.

· Updates tracking reports.

· Performs project updates.

· Investigates and provides report on the Client Error or ITI-Review Feedback.

· Monitors project quality and TAT (Turn Around Time).

· Implements set standards to the group.

· Endorses shift concerns to the next shift.

· Updates the Project Supervisor about any activity that the group is currently doing.

· Escalates project and non-project-related matters to the immediate superior when it requires decision-making.

· Carries out directives from immediate superiors.

· Monitors and reports significant activities of the project team to immediate superior.

· Assist in developing incentive models by using confidential information and data to increase efficiency of BPA's performance.

· Attends and participates group meetings and company activities (ex. Seminars, Sportsfest, etc.)

· Perform other duties as may be assigned.

Project Officer

April 2010 – June 2013
Major Responsibilities:

· Assists production in implementing project processes.
· Relates project updates to production and orients project team of any updates.
· Prepares documentation and updates of projects.
· Trains and monitors project team on project specifications and requirements.
· Checks and recommends compliance to quality and TAT requirement.
· Monitors delivery of rush files and regular files.
· Performs other duties as may be assigned by Immediate Superiors.
· Notifies clients regarding downtimes and other project-related concerns that might affect TAT.
· Provides elements to be used for Time and Motion Study.
· Verifies accomplished data provided by the person who conducted the TMS.
· Monitors staff in the absences of Line Leaders. 
Production Supervisor
July 2013 – December 15, 2016
Major Responsibilities:

· Assist the Assistant Channel Manager and/or Channel Manager in performance planning and required output for every section.
· Oversees performance and recommends promotion, suspension and termination of Admin Assistants, Line Leaders and Project Officers.
· Checks the resources provided by the Line Leaders.
· Evaluates and approves overtime requirements and all other pertinent documents.
· Conducts meetings to the group on project and administrative concerns.
· Monitors and reports significant activities of the project team to top management.
· Identifies and approves shift schedules of Line Leaders, Project Officers and BPAs.
· Identifies project to be assigned for newly hires.
· Identifies machines/equipment that are not functioning effectively.
· Notifies clients regarding downtimes and other project-related concerns that might affect TAT.
· Checks compliance to quality and TAT requirements.
· Leads the group in carrying out strategic measures in the event of force majeure.
· Initiates and carries out the implementation of company policies and procedures.
· Initiates action on matters relating to violation of the code of conduct.
· Takes over when the Project Officer is not around. 

EDUCATIONAL ATTAINMENT


College:

Bicol University College of Industrial Technology 





Legazpi City, Albay




March 2004


Course:

Bachelor of Science in Industrial Education
High School:

Ligao National High Schoo; 





Ligao City, Albay




March 2000

        
Elementary: 

Ligao East Central School




Ligao City, Albay




March 1996

