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JILLIE 
JILLIE.373235@2freemail.com 


To work for a progressive organization that offers good career opportunity and it will utilize my skills, abilities, education and work experience with the eagerness to contribute my creativity and work towards the company’s success.

EDUCATION:

COLLEGE
: 

Bachelor of Arts major in Political Science Graduate (Pre - Law)
SCHOOL
: 

DMMMSU – MLUC, City of San Fernando La Union
DATE

:

June 2008 – March 2012
SECONDARY:                       Tubao National High School

SCHOOL        :                        Tubao, Philippines

DATE             :                        June 2004 – March 2008
SHORT COURSE ATTENDED:     March – June 2017
· Microsoft Office Tools (Microsoft Word, Microsoft Excel, Microsoft PowerPoint)

            Rolla Institute Sharjah –UAE


· Knowledgeable in Microsoft Office (MS Word, MS Excel)
· Good communication and interpersonal skills

· Documentation, Filing and customer relation skills
· Trainable, fast learner, goal oriented and hardworking. 

· Well organized, self- motivated and able to work under pressure
WORK EXPERIENCE
FUTURE CARD INDUSTRIES LLC

Period
:
July 2015 – September 2017
Position
:
Quality Assurance Inspector
Address
:
Sharjah, United Arab Emirates
Responsibilities:
· Supervises the operation of the production department with regard to manufacturing of the products.

· Conduct all kind of tests as per ISO/CQM requirements and summarize test results a Quality Certificate (E-copy) from along with TSAF form.
·  Examine the MRN (Material Receipt Note) from Warehouse based on the checklists prepared for each material.
· Tests the samples based on ISO/CQM/FC internal standard requirement by doing trials on machine. If all test results are found to be OK, material can be declared as approved for mass production. If not, supplier failure should be initiated.
· Documentation, preparing reports and updates the system before and after the production of cards is performed.
· Approves the end product after thorough testing and verifications.
· Encodes list of all reports after on line using company software.
· Monitors the surrounding area of the production to ensure the health and safety of the staffs working in the production and prevent any safety hazard in the workplace.
AL BASSEM PAINTS CONTRACTING CO.
Period
:
June 2013 – July 2015
Position
:
Receptionist /Secretary
Address
:
Sharjah, United Arab Emirates
Responsibilities:
· Meeting and greeting clients and visitors to the office.
· Handling incoming/outgoing calls and take messages correctly and route them to the proper person
· Encoding, monitoring and raising Local Purchase Orders
· Entering data in the Tally regarding Purchase Orders
· Making invoices and receipt vouchers
· Receiving and sending fax messages
· Updating and maintaining of all the records of the company and each staff
· Monitoring the incoming emails and letters
· Creating and modifying documents using Microsoft office
· Updating, processing and filing of all documents.
Dept. of Social Welfare and Development
Period
:
September 2012 to May 2013
Position
:
Admin Staff

Address
:
Agoo, La Union - Philippines
Responsibilities:
· Collecting significant information for each and every households
· Conducting survey and interviews for Family Assessment
· Receiving phone calls, phone inquiries of callers
· Preparing paper works, filling and recording
· Receiving and sending fax messages
· Encoding households profile

PERSONAL DATA:
	Nationality  
	Filipino

	Height
	5’5”

	Religion         
	Roman Catholic

	Language Known    
	English, Tagalog, Ilokano

	Date of birth           
	October 18, 1991

	Place of Birth          
	Baguio City - Philippines

	Visa Status
	Visit Visa


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