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LADY 
LADY.113976@2freemail.com  
Job Objectives: 

To find an employment in an organization whatever experience, training or skills I gained and will be use and share for the development and further growth of the company.

Working Experience:

Corporation- Taiwan

Production Operator
Final Inspection

April 9, 2014 – April 9, 2016

Takahata Precision Co., Ltd., Japan

Production Operator

Plastic Injection Molding Work

May 9, 2008 – May 9, 2011

EPZA Cavite - Philippines

HR Personnel / Receptionist /Secretary
October 2006 – November 2007

Job Description:
Dealing with inquires by phone in writing or in person

Sorting, recoding and distributing mail.

Filing and photocopying.

Liaising with staff in other departments.

Coordinate meetings; follow up travel arrangement and hotel bookings for our clients and staff

Responsible for updating staff file 
Assist other departments with administrative duties required.

Ensure office supplies are well stocks

Manage/update staff profiles and employment history

Coordinating duties with other members of the team to ensure coverage at all.
Training/ Seminar Attended:

Takahata Precision Co., Ltd.,Japan

Technical Intern Training

Japanese Language and Skill Training


Philippine Assist – Life Foundation Inc.

Pasay City, Metro Manila, Philippines

November 7, 2007 – April 23, 2008

Work Ethics Training&Japan’s Cross Culture Training 

Philippine Assist – Life Foundation Inc.

May 2, 2008

Educational Attainment:

1.    6 - Month Caregiver Training

Carelink Asia Inc.

       December 2005- May 2006

2.    CENTRAL LUZON STATE UNIVERSITY

       Science City of Munoz, Nueva Ecija

       Bachelor of Agriculture

       Major in Horticulture

       1998 – 2002

Skills:

Dealing with people, computer literate, data encoding (Microsoft Office - Word,                  Excel Office and Surfing Internet); Landscaping, basic Japanese and Taiwanese Language

