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	Profile


	Over 12 years’ experience successfully performing a number of data entry and clerical tasks. A proven track record of efficiency and accuracy in managing multiple functions, solving problems, maintaining confidentiality and producing quality work.
19 years of being a highly skilled quality assurance inspector with varied experience testing and inspecting products in a large production facility.


	Objective


	Seeking a position that will suit my experiences in data entry, quality assurance or sales where I can maximize my skills in a demanding work environment.

To obtain data entry employment in a company that recognizes hard work and reliability as central to successful job performance.

To secure a position of data entry clerk where my organizational and office skills are well utilized.


	Education
	Manuel P. Roxas 
	

	
	Manila, Philippines

Secretarial
Vocational
1997


	Key Skills
	Office Skills:
	Office Management

Records Management 

Database 


	Spreadsheets/Reports
Calendaring

Office Support
	

	
	Computer Skills:
	MS Word

MS Excel


	MS Outlook

MS Access


	Windows

MS PowerPoint


	Experiences
	
	


· House Technology Industries Pvt. Ltd.
Quality Controller| Person in Charge | Office Support
PEZA Rosario, Cavite, Philippines




June 2005-January 2017










RESPONSIBILITIES:

· Draft quality assurance policies and procedures

· Interpret and implement quality assurance standards

· Evaluate adequacy of quality assurance standards

· Devise sampling procedures and directions for recording and reporting quality data

· Review the implementation and efficiency of quality and inspection systems

· Plan, conduct and monitor testing and inspection of materials and products to ensure finished product quality

· Document internal audits and other quality assurance activities

· Investigate customer complaints and non-conformance issues

· Collect and compile statistical quality data

· Analyze data to identify areas for improvement in the quality system

· Develop, recommend and monitor corrective and preventive actions

· Prepare reports to communicate outcomes of quality activities

· Identify training needs and organize training interventions to meet quality standards

· Coordinate and support on-site audits conducted by external providers

· Evaluate audit findings and implement appropriate corrective actions

· Monitor risk management activities

· Responsible for document management systems

· Assure ongoing compliance with quality and industry regulatory requirements
· On-line Shop Retailer

Own Business

2013-2017

RESPONSIBILITIES:

· Selling different kinds of bags, perfumes, jewelries, clothes, cosmetics etc.

· Compute sales prices, total purchases and receive and process cash or credit payment.

· Monitor competitors' sales activities by following their advertisements in newspapers and other media.

· Examine, select, order, and purchase at the most favorable price merchandise consistent with quality, quantity, specification requirements and other factors.

· Analyze and monitor sales records, trends and economic conditions to anticipate consumer buying patterns and determine what the company will sell and how much inventory is needed.

· Authorize payment of invoices or return of merchandise.

· Bridgestone Precision Molding Philippines, Inc.
Warehouse Controller
PEZA Rosario, Cavite, Philippines
2004-2005
RESPONSIBILITIES:

· Responsible in receiving & checking of company materials deliveries, duties to check the quantity & quality of items received, as per Purchase Order description and specification required. 

· Prepare Documents and Report such as;

· Delivery Note, Gate Pass & Transmittal Form

· Material Receiving Report

· Issuance Form (Consumables & Yard Materials)

· Weekly Procurement Delivery Report

· Daily & Monthly Report of Consumable Materials Status

· Weekly Report of Store Materials Status

· Daily Monitoring of Consumables & Structural Materials
· Shin Heung Precision Co., Ltd.
Final Quality Assurance

PEZA Rosario, Cavite, Philippines

2003-2004
RESPONSIBILITIES:

· Approves incoming materials by confirming specifications; conducting visual and measurement tests; rejecting and returning unacceptable materials.

· Approves in-process production by confirming specifications; conducting visual and measurement tests; communicating required adjustments to production supervisor.

· Approves finished products by confirming specifications; conducting visual and measurement tests; returning products for re-work; confirming re-work.

· Documents inspection results by completing reports and logs; summarizing re-work and waste; inputting data into quality database.

· Keeps measurement equipment operating by following operating instructions; calling for repairs.

· Maintains safe and healthy work environment by following standards and procedures; complying with legal regulations.

· Updates job knowledge by participating in educational opportunities; reading technical publications.

· Accomplishes quality and organization mission by completing related results as needed.
· Kohzan Cavite Inc.
Quality Controller
PEZA Rosario, Cavite, Philippines

1998-2003
RESPONSIBILITIES:

· Same as above
· Yazaki EMI
Production Operator
Imus, Cavite, Philippines
1998
RESPONSIBILITIES:

· Setup the production equipment and supplies before executing the job orders.

· Operate equipment safely and effectively for production processing.

· Ensure that equipment are 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.

· Provide assistance to junior operators in their assigned responsibilities.

· Repair and clean the equipment when needed.

· Work under the guidance of Supervisor to perform and complete the assigned duties in timely manner.

· Evaluate equipment performance and recommend improvements.

· Operate trucks and other industrial vehicles to transfer the production equipment between warehouse and working area.

· Follow safety procedures and company policies for equipment operation.

· Recommend process improvements to enhance operational efficiency and safety.

· Contribute to waste management programs.

· Identify and report unsafe operations to Supervisor immediately.

· Maintain the work area clean, safe and organized. 
Personal Background

Birthdate:
 July 05, 1980


Birthplace:
Alfonso, Cavite

Civil Status:
 Single



Religion:
Roman Catholic
Gender:
 Female


Hobbies:
Reading, Movies & Cooking
Language:
 English, Tagalog

Visa Status:
Tourist
I hereby certify that the above information is true and correct.

Cherry
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Cherry 


Quality Assurance | Data Entry | Sales


 [Email] cherry.358136@2freemail.com 
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