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Jocelyn   

To obtain a challenging position where my education, skills and experiences can be highly utilized and be applicable for growth and possible advancement.
QUALIFICATION: • COMPUTER ELECTRONICS AND TECHNOLOGY.| 1998-2000
· Bachelor Degree in Computer Technology
•    Expert in Accountancy/ MS EXCEL, MS WORD, MS POWER POINT/Database and SAP. 
       •   High level of skill at building relationships and providing excellent customer service
      . •   Ability to utilize computers for data entry and information retrieval.
       • Strong attention to detail of accuracy and ability to multitask and fast learner. 
EVENT COORDINTOR | COORDINATE-IT EVENT | 2016-2017 
 • Delivering events on time, within the budget, that meet expectations.

 • Setting, communicating and maintaining timelines and priorities on every project

 • Communicating, maintaining and developing client relationships

 • Managing supplier relationships and meet the budget of the project. 

 • Managing administrative functions to ensure specific projects are delivered
 • Inspections the site, suppliers quality and project managing events.

 • Responsible for all project budgets from start to finish

 SECRETARY/RECETIONIST STAFF | ST.MAGDALENE POLYCLINIC | 2011-2016 
• Provide administrative and clerical support to departments or individuals 

• Schedule meetings, arrange conference rooms and Alerting manager about meeting schedule 

• Arrange for outgoing mail and packages to be picked up 

• Prepare confidential and sensitive documents 

SECRETARY/RECETIONIST STAFF | ST.MAGDALENE POLYCLINIC | 2011-2016
• Coordinates office management activities 
• Determine matters of top priority and handle accordingly 

• Prepare agenda for meetings and Daily/Monthly Report to the Manager 

• Distribute incoming mail and Handle information request 

• Schedule and confirm appointments for clients and customer

 • Preparing Letter of Correspondence for the client/customers, invoice and memo 

• Ensure all actions, job performance, personal conduct and communications represent in a highly professional manner at all times.
PRODUCTION OPERATOR / CLERK | Epson Philippines Inc. – a leading Quartz Device | 2004-2010

• Responsible Report directly to both General Manager and the Assistant Manager in Prod.Dept.
• Ensures that all equipment and supplies are in working order and reports any issues of maintenance to the Team Lead and/or Injection Supervisor. 
• Performs adequate management of production materials.
 • Documents daily production reports and completes all necessary paperwork such as MS Excel/MS PowerPoint and MS. Word. 

Personal Information
Birth date: 

June 16, 1982
Gender: 

Female
Nationality: 

Filipino
Civil Status: 

Married

Religion: 

Roman Catholic
Visa Status:

Visit Visa (3 months)
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