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RUBY
RUBY.352340@2freemail.com 
 

OBJECTIVE

To be able to enhance and broaden my working experience in any field that suits my abilities and to obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people. 

HIGHEST EDUCATIONAL ATTAINEMENT
Bachelor of Science in Computer Science

Manuel S. Enverga University Foundation Candelaria, Inc. 

Candelaria, Quezon - Philippines

March 2012
WORK EXPERIENCES
PAYMENT OFFICER

Aquoz Solutions, Inc.
28th Floor Zuellig Building, Paseo de Roxas, Makati City
Metro Manila, Philippines 1226

September 26, 2016 – February 1, 2017

Duties and Responsibilities:

· Responsible for the daily payment transactions processing fund in.

· Ensuring all payments are processed accurately and in a timely manner, complying 
with all Standard Operation Procedures.

· Handle all back office duties related to payments.

· Perform all other support duties as may be required from time to time.

CAD ENGINEER

One’s Philippine Epoch Corp / Aquafoam Asia Associates Inc

9th floor Philam Life Tower Paseo de Roxas Cor.  Ayala Avenue Makati City

Metro Manila, Philippines 1226

September 18, 2014 – October 5, 2016

Duties and Responsibilities:

· Sub-Leader of Team Reinforcement concrete.

· Prepare drawings based on the request order given by the customers through e-mail.

· Encode drawings using Jwcad Software and Microsoft Excel and make sure all designs are performed in compliance with the company standards.

· Give feedback to any verifications and queries ask by customers from Japan.

· Maintaining daily, weekly and monthly reports of the team.

· Updating all the projects schedule and total project of the team daily.

· Receiving all new projects from Japan through Japanese receiving app.

· Answer all the project related questions of each member of the team.

· Monitor the attendance of the team.

· Achieves the individual target to help the whole team in achieving the team’s 


target performance accuracy.

· Checking all the finished project of the team

· Assigned all new projects for each staff of the team.

· Communicate with Japanese Managers about Team questions for the project.

SALES CLERK

Lucky Digitech Corporation

Accredited Smart Distributor

Del Valle St. Candelaria Quezon Philippines 4323

September 2, 2013 – August 29, 2014

Duties and Responsibilities:

· Managing all the cash transactions of the company.

· Maintaining daily account of the daily transactions

· Checking the daily cash balance.

· Deposits all cash and cheques in the bank daily.

· Maintaining daily, weekly and monthly transaction reports.

· Checked the balance of all Distributor Sales Personnel’s retailer sim.

· Encode and checked all the settlements of Distributor Sales Personnel’s daily sales.

· Payroll administration.

· Attendance monitoring.

· Assists customer service.

DATA ENCODER
Piranesi Site Plan Department

House Research and Development Singapore Private Ltd.

Lot 7, Block 9, Phase 1, Cavite Eco-Zone Rosario Cavite, Philippines 4106

March 21, 2013 – August 20, 2013

Duties and Responsibilities:

· Performs the process of encoding based on the standards and guidelines in
making a 
site plan.

· Ensures that all planner requests are inputted and followed correctly within given 
time and date.

· Performs self-checking of plan before submission to the checker to avoid major and 
minor corrections from first check.

· Achieves the individual target to help the whole team in achieving the team’s 
target performance accuracy.

· Consults the checkers of team leader in all the observed and encountered problem 
within the team and in the department

· Continuously discovers and creates new design of landscape for omakase site plan 
request.

DATA ENCODER

South Emerald Supermarket Warehouse II

Maharlika Hi-way, Candelaria, Quezon  Philippines 4323
July 2012 – December 2012

Duties and Responsibilities:

· Encode all the products that will be distribute in all branch of the company
with 
receipt.
· Checked the receipt of all the products before distributing to all branch of the 
company.
· Set up and maintained files according to company procedures
· Communicate with managers telephonically and in person.
SKILLS AND ATTRIBUTES
· Flexible, Hardworking and Trustworthy

· Demonstrated payroll processing experience.

· Data entry skills.

· Ability to work to deadlines.

· Customer service focus.

· Strong interpersonal skills.

· Knowledgeable in using Walk in Home software

· Knowledgeable in using Microsoft application

· Ability to lead people with different personality

· Responsible in any kind of task assigned

· Willing to learn and can communicate effectively

SEMINARS ATTENDED
Philippine Youth Congress in Information Technology 

University Theater, UP Film Institute, Ang Bahay ng Alumni University of the Philippines

Diliman, Quezon City - Philippines

September 23, 2011 | September 17, 2010 | September 11, 2009
CHARACTER REFERENCE
Available upon request.


         I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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