JOB OBJECTIVE
To obtain a challenging and responsible position that fully utilizes my skills and abilities.

JOB QUALIFICATIONS
· Dedicated and independent worker with a strong initiative and commitment to excel. 
· A team player that is able to meet goals in highly efficient and professional manner. 
· Hard working and success oriented.

JOB EXPERIENCES
TARGET Engineering Construction Co. (L.L.C.)
Abu Dhabi, United Arab Emirates
Material Engineer
December 20, 2008 to January 15, 2009
Basic Job Responsibilities 

· Responsible for all necessary deliverable related to materials, supplier and subcontractors that need to be submitted and approved by client.

· Obtain material quotations preparation of LPO’s.
· Follow up on deliveries.

· Resolve the cause of any non-conformance.

· Conduct where appropriate, statistical analysis, to establish quality trends.

· Perform other duties delegated by Department Head.

OWTel (Ph) Inc.

Ortigas Center, Pasig City, Philippines
Secretary to the Production Manager
February 16, 2006 to September 4, 2008

Basic Job Responsibilities 

· Reporting directly to the Production Manager.

· Sending and receiving faxes.
· Sending and receiving important documents through courier.

· Sending and receiving as well as printing important e-mails.
· Composing outgoing letters and correspondences.
· Filing all Incoming and Outgoing correspondences and transmittals.

· Receiving incoming and doing outgoing calls and transfer it to the Production Manager.

· Maintaining and updating the monthly Sales, Collection, Customer Service and MIS Department Directory.
· Recording and monitoring meetings and appointments of the Production Manager.
· Taking down minutes of the meetings.

· Performing other duties delegated by Production Manager.
Plazin Technology, Inc.

Cavite Economic Zone

Philippines
Inventory and Material Control In-Charge

December 18, 2000 to July 15, 2005

Job Description
· Forecast material requirements of factory based on sales requirements coming from Production Manager, to estimate future factory load, and to request said materials with sufficient time given to related departments to ensure minimized cost on delivery.

· Check at all time the availability of materials needed for the production operation and if found insufficient, report at once to Production Manager.
· Provide time table on material usage to guide the factory in the assembly and manufacture of parts.

· Determine component and material requirements either by analysis of the assembly plan and review of inventory discrepancy and rejection reports and addition of spare requirements or by other means and to issue information on material supply changes.

· Study and implement effective cost saving measures such as scrap recycling, energy and water consumption reduction, effective labor and area utilization, material substitution, etc.

· Keep, follow and check stock control recording system such as stock status report, receiving report, inventory discrepancy, reconciliation report, etc.

· Posses knowledge to commensurate to the position, update oneself with the existing laws, provisions, systems, etc. and to continuously have self-education on how to improve the present job.

· Perform other jobs for which she is trained for as may be requested by superiors from time to time. 

Iwax Philippine, Inc.

Cavite Export Processing Zone

Philippines



Inventory In-Charge

January 3, 1991 to August 28, 1995

Job Description

· Basically same as that with Plazin Technology, Inc.

EDUCATION

Degree in Bachelor of Science in Civil Engineering

Perpetual Help College of Rizal (now University of Perpetual Help Rizal DALTA System)
Philippines
March 1989
EXAMINATION TAKEN
Career Service Professional Examination
Civil Service Commission

Philippines

July 30, 1989

General Rating: 84.86

SEMINARS AND OTHER STUDIES
Typing

Rosario Institute

SY 1982 – 1983
Basic Computer Programming
Philippine Navy Computer Center

Summer 1988

Seminar on Management Skills and Techniques for Supervisors

Pacific Management Forum

January 18 and 20, 1992

Disk Operating System

Word Processing Using Wordstar 7

Program Logic Formulation

EDP Concepts

Basic Programming

Spreadsheet Using Lotus 123 Release 2.3

Data Base Using Data Base III Plus

Computer Technological Center 
June 1992 – January 1993
Company Rules and Regulations

Plazin Technology, Inc.

December 18, 2000

ISO Awareness

Plazin Technology, Inc.

December 18, 2000

5S Awareness

Plazin Technology, Inc.

December 18, 2000

Product Innovation (Echo Training – 4th Batch)

Tokumi Electronics Philippines, Inc.

September 19 – 22, 2001

Appreciation Course on ISO 9001:2000

Systems Network International

February 6, 2003

Procedure for Control of Environment Related Substances

Plazin Technology, Inc.

June 10, 2003

Internal QMS Audit Course

Systems Network International

June 24 - 25, 2003

ISO TS16949 Awareness

Systems Network International

June 4 – 5, 2004

Failure Mode Effect and Analysis

Systems Network International

June 15, 2004

APQP and Control Plan

Systems Network International

June 16, 2004

Waste Management System Orientation

Plazin Technology, Inc.

October 28, 2004

Re-Orientation of Company Quality Policy

Plazin Technology, Inc.

November 22, 2004

Appreciation Course on ISO 14001:2004

Systems Network International

January 8, 2005

Environment Aspect Identification and Significance Evaluation

Systems Network International

January 10, 2005
PERSONAL
Birthday

September 8, 1966

Sex


Female

Citizenship

Filipino

Civil Status

Single

Religion

Roman Catholic

Health


Excellent

Height


150 cm

Weight


45 kg
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