Objective
To work successfully and obtain a position within the business industry that allows me to focus on continuous improvement and offers career development.

Key Skills
Computer Literate


Excellent verbal and communication skills


Proficient at working both on own initiative and as part of the team


Reliable and hardworking

Experience


February 26, 2004 – February 15, 2007


September 6, 2001 – November 29, 2003


Asustek Computer Incorporated

Taipei, Taiwan


Production Operator – Prepare Team


Duties and Responsibilities:

· Coordinate Production Head regarding production quality and quantity.

· Records and monitors production output.

· Perform inventory and report to the Material Control.

· Prepare materials needed in the production.

· Perform other related work assign from time to time.

November 8, 1998 – August 28, 2001

Innodata Philippines Incorporated

Philippines

Production Associate – Encoder/Formatter/Scanner/Editor/Parser
Duties and Responsibilities:

· Responsible for encoding accurate data.

· Responsible for placing accurate tags for specific data.

· Responsible for checking incorrect encoded data.

· Responsible for viewing all processed data.

September 7, 1997 – September 7, 1998

Metro Gaisano




Philippines

Sales Clerk / Staff
Duties and Responsibilities:

· Monitored the stocks and prepared/submitted reports on the products being handled

· Noted inconsistencies and worked order sheets, checked in and outgoing stocks.

· Conducted daily inventory and prepared purchase request for products that is out-of-stock.

· Promoted the product through proper, presentable and artistic way

· Provided quality service to the customers needs by attending on their queries and rendering appropriate assistance.

· Communicated with the customer in a polite and well-mannered way.

· Checked deliveries, verified and processed stocks.

· Performed any other task assign from time to time.

Education
1996 – 1997 University of San Jose-Recoletos, Cebu City, Philippines


Bachelor of Science in Computer Science

Personal Details


Nationality
: Filipino



Date of Birth
: July 6, 1976



Civil Status
: Single



Religion
: Roman Catholic
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