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Objective:
Become part of this reputable company where I can be a part of a dynamic team, that enable me to utilize and further enhance my knowledge and skills; yielding both the benefits of professional growth and job satisfaction.
QUALIFICATIONS AND SKILLS

· Attentive to details  and Able to work with minimum supervision 

· Have a strong sense of responsibility and professionalism.

· Can go extra miles of work and responsibility
· Works well with others
· Quick learner on new software applications
· Proficient in:

MS Office Applications



Various Windows Applications 

Internet & Network



Software & Hardware Installation

Adobe Photoshop CS5 & Light room

· Knowledgeable in troubleshooting computer problems

· Able to operate Photocopier Machine, Scanner, Printer, & Fax Machines

PROFESSIONAL EXPERIENCE

· June 01, 2010 – to present

Asst. Manager 
· April 2001 – March 2006

Attendant
Internet Café
Responsibilities:

· Daily ,Monthly Sales, and Inventory Report

· Processing of legal documents and permits

· Inventory management

· Staff management and training
· Server and Workstations inspection and monitoring
· Performs Software Updates and computer maintenance
· Formatting and  installation of programs needed
· Troubleshooting minor Network / Computer problems
· Manage and train new Shop Personnel
· Assist and address customer concerns
· Encoding, Filing, Layout, Editing, Printing
· July 01, 2008 – May 31,2010
Data Entry Operator (WMS SYSTEM) 
First Reliance Checkers and Surveyors (FRCS)
 - Service provider of SMC Shipping and Lighterage Corp. (Proj. Based)
San Miguel Yamamura Asia Corp.

Logistic Dept., Km.27 Aguinaldo Hi-way, Anabu II, Imus, Cavite, Philippines
Responsibilities:

· Encodes accurate data required in receiving of  Good wares from Production Line, ACL & Reprocessing Line
· Ensures that all wares are in proper location where they are designated thru WMS

· Encode all Issuance forms with high accuracy and double check wares to be issued before Transfer and Delivery (Main Plant and External Warehouse)
· Generate Daily Transaction Monitoring Report, Summary, and Detailed Report

· Assist /  Support Inventory team on Inventory Count, and Reconciliation of System vs SAP

· Make adjustments thru WMS prior to Inventory Physical Count and Reconciliation
· Provide additional support / assistance to Inventory Team

· Entertains inquiries of various department, and haulers relevant to SMY operations as well as other functions;

· Perform other duties and responsibilities at a similar level of skills and complexity as required. 
· March 13, 2006 – June 30, 2008
Data Entry Operator (WMS/WOS System) 
Likas Yaman Service Corp. (LYSC)
- Service provider of SMC Shipping and Lighterage Corp. (Proj. Based)

San Miguel Yamamura Asia Corp.

Logistic Dept., Km.27 Aguinaldo Hi-way, Anabu II, Imus, Cavite, Philippines

Responsibilities:

· Same as above
Acting WOS Coordinator 
(April 2006 – February 2007)

· Provides Daily and Monthly Report of the following including other SMY Warehouses :

· Daily Delivery Report 

· Daily Performance Report

· Transfer of Finished Goods Report

· Incoming of Packing Materials  (PM-cartons)Report

· Incoming of PM (Other PM) Report

· PM Movement Report

· Daily Material Request
· Monthly Summary of Reports 
· Dec. 2003 – April 2004

Production Clerk, Tri-Phil International, Inc.






RMT, Tunasan, Muntinlupa City


Responsibilities:

· Checking Office and Production Daily Attendance

· Collects and processes Individual Production Reports

· Generates the Production Efficiency Report per Operator


· Preparation of inspection report for rejects percentage

· Encode and compute Material Cost & Direct Labor Cost

· Generates the Weekly & Monthly Manpower Report

· Process Bi-monthly and Monthly Subcon Cost.

· Prepares Weekly Schedule for Operators and Inspectors

· Filing of documents.

PERSONAL INFORMATION

Date of Birth
:
April 22, 1981


Age

: 
33 y/o
Gender

:
Female



Nationality
:
Filipino


Civil Status
:
Single



Height

:
5 ft 3.5 in
EDUCATIONAL BACKGROUND

Tertiary

:
AMA Computer College 


SY June 1997 – January 2003


Binan, Laguna, Philippines



B.S. in Electronics and Communications Engineering
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