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MARK
Email: mark.345093@2freemail.com 
CAREER OBJECTIVE
Seeking an opportunity to provide excellent administrative and customer service skills via a Document Controller position with competent verbal communication abilities, organizational expertise and computer proficiencies. 
PROFESSIONAL PROFILE
· High degree of computer literacy (Microsoft Office, i.e. Word, Excel, PowerPoint)
· Adaptability to any diverse, multinational environment

· Keen to succeed through the use of initiative and ability to comprehend instructions

· Able to handle pressure with minimum supervision

· Hardworking and flexible
 EDUCATION
	Electron College of Technical Education
	September 2016

	Computer Secretarial 
	

	Marilao, Bulacan, Philippines
	


	Our Lady of Fatima University
	October 2010

	Bachelor of Science in Nursing
	

	Marulas, Valenzuela, Metro Manila Philippines
	


	Millennium International School in Riyadh
	 March 2003

	Oleya, Riyadh, Kingdom of Saudi Arabia 
	


	Jesus Is Lord Colleges Foundation
	 March 1999

	101 Bunlo, Bocaue, Bulacan, Philippines
	


WORK EXPERIENCES

Manufacture Department - Technician
Yu Feng Chemical Industry Co. Ltd.

No. 956, Sec. 1, Sinan Rd., Wurih Township, Taichung County 414, Taiwan, R.O.C.

March 2013 – March 2016
· Train and supervise new employees
· Ensure the cleanliness of the work areas
· Adhere to the safety and hazard-free protocol of the organization

· Assess and inspect viscosity and acid value of substances to determine chemical and physical properties
· Coordinate, and advise personnel in test procedures for analyzing components and physical properties of materials 
· Perform other duties that may be assigned from time to time
Management Trainee

Putien Restaurant

1 Jurong West Central 2, #02-34 JP1 Singapore 648886

April 2012 – October 2012
· Ensure the cleanliness of the work areas, equipment and utensils used for food preparation in accordance to health and safety regulations
· Maintain adequate stocks of food, condiments and supplies 

· Assist other employees to ensure the necessary tasks are performed 
· Perform other duties that may be assigned from time to time
SEMINARS ATTENDED

Leadership, Management and Decision Making

Our Lady of Fatima University

Marulas, Valenzuela, Metro Manila, Philippines

March 2009

Personal and Professional Development

Our Lady of Fatima University

Marulas, Valenzuela, Metro Manila, Philippines

April 2009

Civic Welfare Training Service

Our Lady of Fatima University

Marulas, Valenzuela, Metro Manila, Philippines

March 2010

