COLEEN
Coleen.67837@2freemail.com 
OBJECTIVE:


To seek greater opportunity and career advancement

EMPLOYMENT RECORD:

A. COMPANY:
PHILIPPINE INTERNATIONAL MANUFACTURING AND 
ENGINEERING SERVICES (P.IMES) CORPORATION 
PHASE IV CEZ, ROSARIO, CAVITE PHILIPPINES
B. INCLUSIVE DATE:


Sep. 19, 1994 to July 15, 2007



OFFICE STAFF ( LOGISTICS )

Dec. 20, 2005  to July 15, 2007




REMOCON RECEIVER DEPT.




*Monitoring the inventory of raw materials and consumables.




*Check the stock level of all materials.




*Request the materials needed for continuous production.




*Issue materials to the production line.




*Collect non-conforming materials and endorse to main warehouse.




*Receive and count incoming materials.




*Provides monthly inventory reports.




*Prepare DPS for shipment of models.




*Timely transaction of all finished goods in Symix.




* Planning reports of all products.

 DOCUMENT CONTROLLER/

Sep. 19, 1994 to Dec. 19, 2005
DATA ENTRY




PARTS ENGINEERING DEPARTMENT




*Received documents from outside and within P.IMES.




*Registration of all incoming and outgoing official documents.




*Distribution of official documents based on distribution list.




*Encode all incoming and outgoing official documents.




*File documents according to the retention period.

*Attendance monitoring of Parts Engineering staff.




*Monitor the stock level of office supplies.

EDUCATION:




College

SAINT JOSEPH COLLEGE
1989-1991 Midwifery (Graduate) 2yrs. Course

Cavite City Philippines




Secondary

GOV. FERRER NATIONAL HIGH SCHOOL

1985-1989 Pinagtipunan Gen. Trias, Cavite Philippines

Primary

GEN. TRIAS MEMORIAL ELEM. SCHOOL

1979-1985 San Juan I Gen. Trias, Cavite Philippines

SKILLS:
Computer Literate (Windows 95,97 & 98, Microsoft Excel, Microsoft Word, Power Point), Data Encoding, Filling, Recording, Documentation

C.V. TIPS:




Date of Birth

:  November 2, 1972




Place of Birth

:  Occidental Mindoro Philippines




Sex


:  Female




Civil Status

:  Single




Citizenship

:  Filipino




Expiry Date

:  August 25, 2008


I here by certify that the above mentioned are true and correct to the best of my knowledge.

                                                                                                                    ________________________

