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JENNIFER 
Email add:  Jennifer.45253@2freemail.com 
OBJECTIVES:
Seeking a profession with a progressive organization where I can enhance my skills, knowledge and experience in office support, production, sales and customer service in a challenging role that allows for

career advancement and growth.

COMPETENCIES:


• Experienced in efficient Coordination and Multitasking.


• Proficient in software application and databases.
 
• Fast learner and capable to perform task accurately. 

• Keen on details.

• Excellent Oral/written communication skills.

• Ability to handle confidential information.

WORK EXPERIENCE:                                             
Secretary

Covering Middle East Decoration

Karama Dubai UAE

July 01, 2008 - Present

Job Description:

( Plan and coordinate with Sales Team and Technical Support for the daily program. 
( Maintaining and updating staff attendance and files.
( Answer inquiries through phone call, fax and email.

( Prepare Quotation as per customer requirement and books purchase orders with local supplier.

( Receives payment, process Sales Invoice

( Follow up collection and prepare statement of account.
( Order and dispense supplies.
( Collect and disburse funds from cash accounts, and keep records of collections and disbursements. 
( Conduct searches to find needed information, using such sources as the Internet. 
( Present daily report to Sales Manager as well as the Managing Director on the sales, collections, daily 

  performance carried out by the employees.
Receptionist
Millennium Steel & Wire
Dubai Investments Park, Dubai UAE
February 2008 – June 2008

Job Description:

( Answer and take telephone messages for staffs and transfer calls to the appropriate individuals,    

  divisions or department.

( Greet visitors to the facility, answer questions and direct them to the appropriate individuals.

( Perform a variety of office duties, including sorting mail, and transmitting and delivering facsimiles.

( Operates office equipment such as photocopier, fax machine, and scanner.
( Organize and maintain files and records, file room, and inventory records organized and available as 
   necessary.

( Prepare letters, labels, envelopes, documents and etc.

( Ensure that all work is carried out in a safe and efficient manner.

( Perform other duties as assigned/needed.
( Maintain a positive attitude with team/unit.

( Assist with payroll.
Manufacturing Assistant  (Special Assignment)

Lexmark International Philippines Inc.

MEPZ II, Basak Lapu-lapu City

Cebu, Philippines 6015

July 01, 2007 – October 15, 2007

Job Description:
( Answer telephones and intercoms, take messages, respond to inquiries.
( Maintain office filling and storage system.

( Keep filing/document management system for electronic and paper organized.

( Monitor and order office supplies.

( Accept and distribute/file all incoming mails.

( Generate daily production report and submit the report to top management.

( Archive obsolete documents.
Manufacturing Technician (Circuit Assembly)

Lexmark International Philippines Inc.                         
MEPZ II, Basak Lapu-lapu City

Job Description:

( Perform operation as per respective work instructions.

( Perform daily equipment maintenance.

( Troubleshoot machine malfunction at the earliest possible time to attain high machine uptime.

( Sustain equipment uptime to contribute to the department objective in productivity yield and quality.

( Certified and qualified on at least three process areas of operation.

( Actively participate in Environmental, Health and Safety program and other company initiated program

   to contribute in achieving a safe and secure and healthy work environment at all time.

( Actively participate in WCM and other company initiated programs to contribute in the company’s    

  drive to continuous improvement.
EDUCATIONAL BACKGROUND:

 


Tertiary Education:
Bachelor of Science in Computer Engineering
               
          
Zamboanga A. E. Colleges
                                       Zamboanga City Philippines
                
         
Nov. 1995 - April 2000

 SEMINARS AND TRAININGS ATTENDED:

         (  ISO 9001 Awareness Training                    (  Performance Management Process

        (  Win-Win Training                                         (  Personal Effectiveness Program   
     

        (  BS 7799                                                       (  Team Works

        (  Basic Emergency Response                        (  Pokayoke 

        (  Hazard Communication                               (  Industrial Hygiene (for employee) 

        (  Values Clarification                                      (  Purpose Driven Life

        (  Total Productive Maintenance                     (  Back to Basic on Quality Training

        (  Chemical Spillage Course                           (  Team Building

        (  Personal Management Training 
                (   Work Attitude and Values Enhancement 

        (  STOP           


                (   5s and Visual Factory

        (  Sensor Technology                                     (  TI Wafer Handling Echo Orientation
      

        (  Chemical Safety Refresher Course             (  IT Security Training Awareness
 SKILLS UPGRADING:

▪  ELECTRONICS

     Technical Education and Skills Development Authority (TESDA IX)


      Zamboanga City, Philippines


      July 2000 – Dec. 2000

      
▪  COMPUTER AIDED DRAFTING – 2D & 3D

    ATC Training Center


    TESDA VII Complex


    Cebu City, Philippines


     Aug. 15, 2006 – Sept. 28, 2006

  PERSONAL DETAILS:


Date of Birth:        April 21, 1977

 Height:   
 5’ 3”

Place of Birth:      Cavite City

 Weight:    
113 lbs.


Civil Status:         Single

              Citizenship:    
Filipino


             Religion:              Catholic

 Visa: 

Employment
 CHARACTER REFERENCES:


Available upon request.

