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CAREER OBJECTIVE: to be a part of the professional management team of a growth oriented group that can offer challenges to my abilities. To be engaged in a job that required a high level  application of mind.
STRENGTHS:Ihave a strong business sense, highly motivated, proactive and hardworking person with a sharp analytical mind, able to establish and nurture wonderful relationships with persons of diverse cultural backgrounds, to extract excellent performance from others, quality driven and 

results oriented.
TRAININGS & WORK EXPERIENCES:
Company: 


GlaxoSmithKline Inc.

Address:


Makati City, Phil.
Inclusive Dates:

Sept. till Nov. 2005
Position:


Asthmatic Patient Counsellor Trainee





assigned to receive local calls from  asthmatic

patients in need of counseling in the call center  

Company:                             Belize Communications Solution

Address:


Ayala Ave., Makati City, Phil.

Inclusive Dates:

May till July 2005

Position:


Customer Service Assistant Trainee

                                                assigned to receive  inbound international 

                                                calls in the call center                

Company: 


Al-Ain Co-operative Society





Central Supermarket (Jamaiah)

Inclusive Dates:

November 2003 – October 2004
Position:
Salesman in Sales Department, Cashier, Receiving In-Charge and Assistant Supervisor





(Overseas Filipino Contract Worker)

· Responsible to check missing items and to keep it on display
· Responsible to check the selling price to new products, price revisions in the scanning machine
· Responsible to record the correct quantity according to the movement of the products and delivery schedule of the items
· Responsible to guide and assist all customers inside the supermarket (Local and Arabic Customers using Arabic language)
· Responsible to check the expiry date of the items on a daily basis/monthly basis
About Al-Ain Co-operative Society (United Arab Emirates Government Supermarket)

Al-Ain Co-operative Society is a series of Supermarket in Al-Ain (Abu Dhabi). It having more than 17 branches and hyper market expecting to inaugurate before 2005, which are famous for customer service and quality.

Company: 


Hong Kong Shanghai Bank Corporation (HSBC)

Inclusive Dates:

September 2003
Position:
Credit Card Information Assistant
· Responsible for evaluating and scanning credit applications based on the company policy and procedures
· Responsible for checking client’s credit limit based on their annual year income
· Responsible for checking client’s discrepancy and payment’s
· Responsible for checking and evaluating client’s credit card type’s based on their request
Company: 


Unisys Philippines Incorporated

(National Statistics Office – N.S.O. Government Institution)
Inclusive Dates:

June 16 – August 4, 2003
Position:
Date Encoder (Quality Assurance I)

· Responsible for encoding and verifying all files from e-files compared to the original documents
· Responsible for editing marriage and birth certificates based on the original documents
· Responsible for scanning and checking disk files according to client specification and updates
Company: 


Content Science Incorporated (SPI Technology)
Inclusive Dates:

April 2002 – January 2003
Position:
Junior Supervisor (Lead Content Transcriber/Team Leader)

· Monitors, evaluates directly the work activities, as well as the performance of the Content Transcriber (Encoder) and ensures the Company’s productivity, accuracy standard and schedules are met.
· Conducts orientation and / or training for CT’s productivity, accuracy standard and schedules are met
· Ensure that designed process flow is properly implemented
· Entertains and resolves questions and problems encountered on project on project specifications. In case of unresolved queries, reports and discuss it to the Shift Supervisor/Department Head
· Distributes job assignments to CT’s according to schedules and job priorities
· Review, prepare, disseminate and maintain work instructions based in information gathered from brainstorming sessions, communications/faxes/e-mails and customer specifications
· Attends brainstorming/project review when necessary
· Interacts with the Project Officer and / or Shift Supervisor for any changes in instructions and relay the same to personnel concerned
· Accomplishes turnover report indicating the status, new instructions, and accomplishments for the attention of all concerned
· Conducts meting with CT’s if necessary
· Recommends cost effective changes in procedures based on evaluation during implementation
· Ensures cleanliness and orderliness in the work areas
· Investigates error feedback from QAD (Quality Assurance Department)/Client with Project Officer/Shift Supervisor and discusses it with the CT’s when necessary
· Ensures proper handling and management of e-files (back-up, maintenance of working directories, etc.)
· Checks and updates daily status of the project
· Ensures that supplies are always accounted for
· Validates and inputs the CT’s lost time
· Checks new revised program in coordination with the Project Officer before actual production
· Prepares checks and submit CT’s daily status to Logistics Department
· Prepares reports required for the position and performs other duties
· Performs other functions common to supervisory position
Company: 


Content Science Incorporated (SPI Technology)

Inclusive Dates:

December 2001 – April 2002
Position:
Material Control Clerk (M.C.C.)

· Responsible for the efficient control of source documents being used in all production areas and file management

Company: 


Content Science Incorporated (SPI Technology)

Inclusive Dates:

September 2001 – November 2001
Position:
Content Transcriber (Encoder)

· Responsible for encoding, verifying and modifying source documents according to prescribed job standards and specification
· Responsible for producing high quality database products through efficient and accurate conversion
Company: 


INNODATA Philippines Incorporated

Inclusive Dates:

November 2000 – June 2001
Position:
Computer Formatter (Purely Elsevier Non-Embase)

· Responsible for formatting a data according to client specifications
· Responsible for producing high quality database through efficient and more accurate conversion
Company: 


Bizaare Superior Clothing Company

Inclusive Dates:

May 2000 – October 2000
Position:
Sales Coordinator

· Responsible for assessing and entertaining customers' needs and inquiries
Company: 


Tropical Hut Incorporated (Food Chain)

Address:    
Baclaran Branch, Philippines
Inclusive Dates:

June 1999 – December 1999
Position:
Service Crew

· Responsible for assessing and entertaining customers needs and orders promptly
EDUCATIONAL BACKGROUND:
Tertiary

University of Perpetual Help Rizal
1996 – 2000



Pamplona Las Pinas City, Philippines
Degree Holder
Bachelor of Science in Biology
Secondary

Marinduque State College

1992 - 1996



Tanza, Boac, Marinduque, Philippines
Primary

Pulanlupa Elementary School

1986 - 1992



Pulanlupa I, Las Piñas City
PERSONAL BACKGROUND

Date of Birth

July 27, 1979
Place of Birth
Las Piñas City

Nationality

Filipino

Religion

Roman Catholic

Sex


Male

Civil Status

Single

Height

5’6

Weight

70lbs
Health

Excellent

SEMINARS and CERTIFICATION
· Supervisory Developmental Course (SDC)
Content Science Incorporated

C.S.I. Building, Carmelray Industrial Park 2 

Calamba Laguna 4027 Philippines

January 2003

· Palms International Migration Services
5th floor, Building B., S.M. Mega mall

Mandaluyong City Philippines

February 2003

· Department of Biotechnology
University of the Philippines

Los Banos, Laguna Philippines

September 1999

· Overseas Placement Association of the Philippines
Pre-Departure Orientation Seminar for POEA&OWWA
4th floor El-Feren’s Bldg Gil Puyat Avenue, Pasay City ,Philippines, August 2005

SPECIAL SKILLS
Computer Literate: (Windows 98, Excel, MS-dos, SGML, Word Perfect, PowerPoint and Microsoft words)
Internet application and Chatting

Encoding and Singing (Ballad Singer)


LANGUAGES SPOKEN
Tagalog, English and Arabic 
I hereby certify the above information is true and correct in the best of my knowledge and abilities….
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