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Career Objective: 





To be able to fully manifest my knowledge and skill which I have acquired from my studies and work experience in my previous companies to help achieve the continuous performance and improvement of the company's vision and goals.
I am willing to be relocate anywhere in the following fields;
           Customer service operation and Sales 
           General service administration
Professional Experience: 



Human Resource Management Office (HRMO) 
Date: 2012-2014
(Under Provincial Government Office) 
Job title: Human Resource Assistant

·  Preparing staff handbooks/Job orders

·  Administering payroll and maintaining employees records

·  Recruiting staff

·  Preparing job adverts

·  Checking application forms

Provincial Treasurer's Office (Under Provincial Government)
 2010-2012
Job title: Census field worker

· Designating officers to collect economy data from other large establishments and to reorganizes its remittance office in view of settlement of government bills and collecting taxes bill and warrant of levy.
Prosperity Dielectric Co.,   LTD   (Passive System Alliance) 
Date: 2006-2009
Taiyuan, Taiwan
Job title: Machine Operator and Quality Control (QC)

· checking finish product

· machine controller

· Quality check

· Separates NG and G

· No good and good

· To excel knowledge and skills especially in handling machine and to work under pressure everyday
Achievements:
Finish contract with one(1)year extension

Landbank (Philippine Bank) 
2003-2004
Job title: Clerk/Customer Relation in Business Loans Department
· Making calls to various Luzon  branches
· Arrange supplies in the stockroom and keep track inventories
· Transmitting approved various loan and documents to other unit / offices within the building and related clerical works

·  Copy files

·  To encode/sorting checks
·  Checking in and out forms/file
Training:
Technical Education and skills Development Authority (TESDA) 
Department of labor and Employment

Unit title:
· Participate in workplace communication 
Unit code 500311105
· Work in team environment
Unit code 500311106
· Practice career professionalism
Unit code 500311107
· Practice occupational health and safety
Unit code 500311108
· Maintain effective relationship with clients and customers
Unit code HCS516201
· Manage own performance
Unit code HCS516202
· Provide food and beverage service
Unit code HCS913304

Educational Qualification


COLLEGE:
· MBA (Master in Business Administration) undergraduate
Session: 2004-2005
Enrolled MBA from SMU (Saint Mary's University) 
University that offers classes for professional to become effective in achieving the organization goals.
· BSC (Bachelor of Science in Commerce) 4 years 
Session:1998-2003
Institute: Department of Science in Commerce (QSU)
Quirino State University known as QPC

· Major: Management
Academic major that covers research on all aspects of management related to strategy entrepreneurship, innovation, information technology and organizations as well as all functional areas of business, such as accounting, finance, marketing and operations.
Special and Professional  Skills




· Excellent and knowledgeable
· Degree in Bachelor of Science Major in Management

· Additional Master Degree Course in Business Administration

· Capable, Hardworking and Reliable

· Possess excellent communications and skills

· Self-motivated individual with the ability to work independently with minimal supervision
· Data entry and management

· Computer literate: Typing skills, MS Word, MS Excel, MS PowerPoint, MS Outlook
· Have the ability to learn quickly and work well with people
· Able to drive
Personal Details





Place of Birth            :  Cabarroquis,Quirino, Isabela
Date of Birth             :  April 06, 1982
Age                           :  33 yrs old

Sex                             :  Female
Nationality                :  Filipino
Marital Status            :  Single
Religion         
            :  Roman Catholic
Languages Know     :  English, Mandarin
TO:

Human Resource Department

Dear Sir/Madam,

          I am presenting my resume highlighting my abilities and skills for your perusal and kind consideration. It will be an honor for me to be a member of your prestige organization in any post suitable for my knowledge and experience.

          Let me thank you in advance for your professional courtesy in reviewing my qualifications. I'll be looking forward for a favorable response from you. I can assure you that I will be an asset to your organization.

Yours truly,

Marissa R. Ellorin
