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DOLLY 
Email:
dolly.336999@2freemail.com 
OBJECTIVES

To obtain a challenging position within a company that will further develop my strong skills in a fast paced and forward thinking company. Soliciting a challenging position in an organization where my experience, dedication towards my responsibilities, adaptability to any working environment and willingness to learn, would have valuable application.

SKILLS
· Values teamwork & collaboration, innovation and continuous improvement

· Knowledge in basic programming, Microsoft applications, administrative and manufacturing operations
CAREER GRAPH

ON Semiconductor Philippines Incorporated                   Jun 2014 – Aug 2016
Equipment Engineering                                                                            
Carmona Cavite, Philippines 4116

Assembly Test Operator (Material Control Warehouse)
Epistar Corporation                                                                     mar 2012 – apr 2014
BU1 Wafer Process Group Production Division                                                
Tainan City, Taiwan (R.O.C) 744

Technician / Machine Operator
Takata Philippines Corporation                                               Feb 2010 – Feb 2012
Finance Department                                                                                    
Binan, Laguna Philippines

Accounting Staff / Encoder
Shenanigans Restaurant                                                              dec 2008 – jan 2010
Northern Mariana Islands, United States                                                  
Receptionist
City Social Welfare and Development Office                        FEB 2006 – jUL 2008 

Santa Rosa City, Laguna Philippines (5 years)                                        
Administrative Assistant                                                                                          

                                                   
                                                                                                         APR 2003– FEB 2006 

Assembly Test Operator 
· In-charge of boards / manual sockets inventory, encoding, updating and meeting deadline schedule report from time to time basis, taking care of special assignments given by the supervisor. 

· Track-in / Track-out of said boards using Hardware Management and Maintenance System application (software). 

· Making sure that the boards, Final Test Peripherals Card and the return locations are the same according to HMMS application. 
Technician / Machine Operator

· We are task to meet the shift’s output or quota. Where you’re working performance will be based.

· This requires depending on the supervisor’s request for further and necessary quality control.
Accounting Staff / Encoder

· Encodes data and report using Microsoft Excel; 

· Sales and Purchases Inventories; Clearance of Checks for each suppliers; 

· Encoding checks to be paid weekly; 

· Price Summary (APV) to be attached to checks per supplier; 

· Department’s Weekly and Annually Sales Report.

· Using SAP SYSTEM, I was able to make accounts payable vouchers and disbursement vouchers per supplier; 

· In-charge in import / export charges and inventories; 

· Making reports for yearly and monthly updates of sales and purchases; 

· Indicating official receipt numbers for every paid transaction.

· Bookkeeping; 

· In-charge for filling of payments and checking paid transactions;

· Submitting alpha list documents to BIR (Quezon City); 

· Processing company’s business permit and other BIR transactions.

receptionist

· In charge of taking phone calls for reservations

· Taking care of customer’s satisfying experience during their stay.

· In-charge of updating menus and chef’s specialty for the day.

· Assisting customers to their seats and accommodating them.

· Other inquiries and questions are being assisted thru my jurisdiction and making sure that all customers were treated honestly and fairly

Administrative Assistant 

· Encodes data, requests, certifications, permits, 

· Employer’s report and proposals, department’s quarterly and annually accomplishment report. 

· Payrolls for emergency assistance given by our office such as: assistance in crisis situation program, burial, medical and hospitalization assistance.

· Making social case study reports, diploma for day care children in our department’s day care service program, invitations for the department’s programs and activities,

· In-charge of making presentations using  Microsoft Powerpoint 

· Issuing petition and recommendation for minor’s cases.

EDUCATION CREDENTIALS

Bachelor of Science in Computer Science - San Pedro, Laguna, Philippines            2001 – 2003
Data Encoder (Tesda Passer)   -   TESDA – NCR, Quezon City, Philippines


PERSONAL DETAILS
Citizenship:  Filipino 
Gender:  Female 

Date Of birth: 04th - Jun – 1984

Age:  32 years        

Marital Status: Single

DECLARATION

I solemnly declare that all above information furnished are true to the best of my knowledge and belief.

