[image: image1.jpg]


          



     

Karen.368072@2freemail.com 
Karen 

Professional Experience: 

Crestec Philippines Inc.
Operations Department

Lima Technology Center

Lipa City Batangas, Philippines
CRESTEC was founded in Hamamatsu, Japan, in 1984 as a multilingual document engineering company. 
Position Handled
: Logistics Staff
Division


: Operations 
Inclusive Date

: Dec. 2014- Feb. 2017
Detailed Job Description:

· Performing SAP(Systems Applications and Products) transaction

· Receiving and monitoring of request from client/cutomer.
· Stocks monitoring and simulation to maintain required inventory.

· Purchased Order checking before serving items to customer.

· Generating Delivery Reciept/Sales Invoice.

· Updating and monitoring of all pending requesitions.

· Assuring ontime delivery of items requested by client.
· Checking of Cargo Checksheet forwarded by warehouse personnel.

· Monitoring of incoming deliveries from  supplier.
· Checking of discrepancy report issued by warehouse personnel.

· Filling of data for backtracking purposes.
· Perform other task assigned by immediate superior.


Quest-Air Tech.Phils., Inc.

Fabrication Department
Sooner Farm Compound

Biñan, Laguna, Philippines
Quest-Air is a company that specializes on Design, Fabrication & Installation of Mechanical & Piping Works, Electrical Wiring, and other Architectural Works.

Position Handled
: Office Clerk
Division


: Fabrication
Inclusive Date

: Aug.-Nov  2011
Job Description:
· Performing office tasks such as data encoding, document scanning and copying, record filing, sending and receiving faxes and answering phone calls.
· Performing other task assigned by immediate superior
OJT STAFF
Human Resource Department – Employee Compensation 
Amkor Technology Philippines, Inc.

April – May, 2010


Personal Data:
· Birth Date
:   June 23, 1991
· Birth Place
:   Batangas, Philippines
· Nationality         :   Filipino

· Age

:   25 years old
· Civil Status        :   Single

· Language          :   English / Filipino
· Religion             :   Roman Catholic





_____________________



Career Profile:





Trustworthy, creative, organized individual & seeks a challenging and growth oriented position. Eager to learn and to be trained. Highly motivated and works with professionalism.








Skills:





Knowledgeable on:





SAP Business One System


Logistics Transaction


Clerical Work


Microsoft Office


Email and Internet Research











Education:





Tertiary Level





EDUCATION (2007-2011)


Bachelor of Science in Business Administration Major in Entrepreneurial Management





First Asia Institute of Technology and Humanities


Tanauan City, Batangas, Phil.








Secondary Level   





EDUCATION (2003-2007)


First Asia Institute of Technology and Humanities


Tanauan City, Batangas, Phil.











Trainings and Workshops:





Marketing:


“Transforming Economic Meltdown to Borderless Opportunities” 


First Asia Institute of Technology and Humanities


January 2010





Leadership:


‘’Training and Leadership Workshop’’ 


First Asia Institute of Technology and Humanities


April 2009

















Talk on Salesmanship:


‘’Sales and Strategical Marketing’’


First Asia Institute of Technology and Humanities


April 2009











Career References:








Ms. Marivic Villamayor


Operations Asst. Manager


Crestec Philippines Inc.


LTC Malvar Batangas


Tel:  (043) 455-6909 





Mr. Jay Mark Villegas


Logistics Supervisor


Crestec Philippines Inc.


LTC Malvar Batangas


Tel:  (043) 455-6909 

















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








