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CAREER OBJECTIVE:


To be a part of a dynamic and well established organization that will enhance the effectiveness of my knowledge, ability and skills as well as meeting challenges on time with diligence and further offering me the opportunity to increase the level of responsibility and personal growth and to earn for a decent living.


EDUCATIONAL ATTAINMENT:

Graduate, BS in Electronics and Communications Engineering, Saint Louis University, Bonifacio Road, Baguio City, Philippines, October 2001


SUMMARY OF SKILLS:

· Advance knowledge in MS Office Tools like MS Word, MS Excel, MS Power Point, MS Outlook Express, MS Paint, and internet browsing

· Can operate High-Powered Microscope, Scanning Electro Microscope (SEM) Analyzer, Open/Short Tester Machine, Ni-Au Plating Machine and other PLC (Programmable Logic Circuit) Machines, Multi Tester, Oscilloscope machine, RF Analyzer, Automatic Visual Inspection Machine (including making of teaching data), UV Machine for Marking

· A pro-active and self starter individual with excellent leadership qualities, interpersonal skills, promoting the development of strong working relationships with individuals at every level

· Communicates well, both written and orally and enjoys working with wide range of people.

· Self motivated with an outgoing personality and the determination to succeed

· Intermediate knowledge in Training Needs Analysis

· A multi-tasker, flexible and assertive in nature


WORK EXPERIENCE:

AL MATAF TRADING CO LLC – Dubai, UAE

(Oil Pipes, Fittings and Flanges Trading Co)

Date joined:
April 2007 up to date




Position:
Sales Executive

Responsibilities:


· Supervises day to day office activities, monitors subordinates activities

· Ensures over all smooth function of office in terms of handling day-to-day operations, reconciliation of bills, dealing with vendors, manages sales agreements

· Handles customer in an excellent manner while maintaining the secrecy of their details

· Involves in human relations department and handling customer inquiries and complaints

· Manages all the administrative management duties efficiently including business correspondence, office communication, basic accounting

· Recruiting new clients

· Maintaining filing systems for miscellaneous and critical documents

· Providing excellent customer service beyond their expectation
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Philippine Army FC Producers Integrated Cooperative (PAFCPIC) –Fort Bonifacio, Makati City, Philippines

(Philippine Army Multi-purpose Cooperative involving in Financial, banking and credit services)

Date joined:
October 2004 – August 2006


Position:
Training Coordinator cum Events Planner/Coordinator – Human Resource Department

Responsibilities:

· Attends to the training needs of the employees by doing surveys, random interviews on what areas they needed to be developed
· Coordinates with concerned agencies/institutions relative to the conduct of trainings/seminars and events/activities of the employees
· Attends to the requirements/materials needed in the conduct of trainings/seminars
· Facilitate orientation seminar on company policies and programs to newly hired employees
· Facilitate the seminar on new company policies and memorandum
· Maintains trainings/seminar records of employees
· Attends to every single detail of the events/activity of the company
· Make the necessary coordination for the activity to materialized
· Coordinates for the function venue, food, activities of the events
· Prepares periodic reports and performs such other duties as maybe directed
IBIDEN PHILIPPINES INC. – FPIP, Sto Tomas Batangas, Philippines

(Printed Circuit Board Manufacturing Company)

Date joined:
October 2002-April 2003 (YIP Engineer-Yield Improvement Program Dept)



April 2002-October 2002 (Line Engineer- Quality Control Dept)



October 2001- April 2002 (Line Engineer- Engineering Dept/SBGA)

Responsibilities:

· As YIP Engineer, monitors all corrective actions implemented in the line/process, evaluates lots, verifies and analyzes the actual defect that occurs in the lots as well as making reports and updates defect trend charts. Settings of standard parameters to be followed by the process in the line. 

· As QC Line Engineer, responsible in monitoring process, implementing corrective actions, verification and investigation of abnormalities occurs in the process by means of SEM (Scanning Electro Microscope) Analysis, High Powered Microscope and Cross-sectional Analysis by use of resin grade material.

· As SBGA Line Engineer, responsible in monitoring process, equipment and manpower utilization. Setting parameters/data at the start of the shift for the programmable logic circuit (PLC) machines uses in the back end line of SBGA. Controls supervisory in compliance to standard specification. Conducts failure analysis and customers complaints and implements quality system and set up for implementation and statistical techniques.
Jollibee Foods Corporation – Gov Pack Road, Baguio City Philippines

(A famous fastfood restaurant in the Philippines)

Date joined:
June 1999 – November 1999

Position:
Counter Service Crew

Responsibilities:

· Take the order of the customer, prepares and arrange it accordingly and serve to the customer with satisfaction guaranteed
· Punch the bill at the counter register, take the payment and return the receipt and change if any
· Monthly inventory of stocks and condiments

PERSONAL INFORMATION:


Birthdate
:
20 June 1979


Nationality
:
Filipino


Gender

:
Female

“A well organized professional with diversified experience in Sales, Training & Development, Shipping of Goods, Warehousing, Process Engineering, Quality Assurance, Materials Trading, Accounting, Events Coordinating/Planning and Office Documentation”











