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Ana
Ana.347863@2freemail.com 
 
	OBJECTIVE




To obtain a position within a growth oriented, progressive company where I am able to enhance my knowledge and skills.

	WORK EXPERIENCE


PICS Encoder (Team Leader)

Cameron Corporate Services Inc.

Edsa Diliman,Quezon City

July 31. 2008 – October 31, 2014

· Strictly comply and perform very well in its tasks that are in accordance to its company policies and procedures.

· Give an accurate and even complete data that is necessary to the needs of the company.

· Knowledgeable in its work area and work load in delivering the best service to the company they belong.

· Provide assistance to one’s superior by encoding the right information or data needed.

· Encode the necessary data give a complete, accurate and organized manner that is important to the needs of the company or any entity.

· Report and provide accurate data to one’s superior. 

· Conducts monthly inventory, product reconciliation and variances reports.

· Ensure of accurate and up to date transactions slip within the plant.

Production Operator

Taifini Copper and Conductor Inc.

Bo. Maguyam, Silang, Cavite

Feb. 2007- Aug. 2007

Production Operator

Glory Philippines Inc.

Epza, Rosario, Cavite

Nov. 2005- April 2006

· Setup the production equipment and supplies before executing the job orders. 
· Operate equipment safely and effectively for production processing. 
· Ensure that equipment is maintained in good and safe working condition
· Inspect equipment to identify any replacements, malfunctions and repairs
· Perform regular equipment maintenance to ensure production capacity and quality. 
· Repair and clean the equipment when needed. 
· Work under the guidance of Supervisor to perform and complete the assigned duties in timely manner. 
· Follow safety procedures and company policies for equipment operation. 
· Maintain the work area clean, safe and organized.
Cashier

Surplus Shop Marketing Corp.

Sampaloc 1, Gov. Drive, Dasma., Cavite

Feb. 2005 - July 2005

· Answer customers' questions, and provide information on procedures or policies.Compute and record totals of transactions.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.
· Greet customers entering establishments.
· Issue receipts, refunds, credits, or change due to customers.
· Maintain clean and orderly checkout areas.
· Monitor checkout stations to ensure that they have adequate cash available and that they are staffed appropriately.
· Offer customers carry-out service at the completion of transactions.
· Process merchandise returns and exchanges.
· Receive payment by cash, credit cards, gift certificates, or automatic debits.
· Calculate total payments received during a time period, and reconcile this with total sales.
· Cash checks for customers.
· Compile and maintain non-monetary reports and records.
	EDUCATION BACKGROUND


Diploma in Computer Studies – June 2002 – March 2004

System Technology Institute (STI)

Dasmariñas, Cavite

	PERSONAL PROFILE


Date of Birth
:
October 7, 1984

Age

:
32 yrs. old

Place of Birth
:
Makati City

Civil Status
:
Married

Height

:
5’3”

Weight

:
100 lbs.

Religion

:
Roman Catholic

Sex

:
Female

