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	Jhun 
Jhun.229286@2freemail.com
Computer Technician Cum Office Clerk and production crew
+



	


Education

Vocational: ACLC College of Marbel,  Philippines                                                    Networking Telecommunication Technologies (2008-2010)

                

Qualification Summary:
–  Graduated from  2 yrs. vocational course and National Certificate II accredited for networking Telecommunication Technologies, with 5 years of experience in company working team leader, production crew and office/Data encoding with good computer skills; includes networking, PC trouble shooting and Microsoft office programs . 

Employment History: 
Current Title   
: 
Office Clerk/Encoder, Pump House operator
Company        
: 
Dole Philippines (Tnalak Labor services)
Address          
:        
Tupi, South Cotabato, Philippines
Duration          
:       
October, 2015 to September, 2017
Field of Business :       Pineapple Plantation/Procesing Plant/Exportation
Responsibilities:
A. OFFICE CLERK     

• Answer telephone calls and provide information of the company’s services and facilities
• Greet customers and visitors 

• Manage inventory of office supplies and assist in organizing office activities

• Prepare coffee and snacks for office staff
• Scan incoming mail for recipient information
• Handle outgoing mails by sealing envelopes and placing stamps

• Retrieve files on demand

• Assist in preparing payrolls

• Mail bills and pay utility bills

• Prepare carrier packages for UPS and Federal Express

• Perform document photocopying and paperwork distribution tasks

• Act as a receptionist or front desk officer when required

• Transport materials and supplied between departments

• Ensure management of minor repairs of the office

• Assist in managing accurate billing and petty cash

• Maintain office equipment such as copiers, computers and printers
B. PUMP HOUSE OPERATOR
• Connecting hoses and pipelines to pumps and vessels prior to material transfer
• Connecting hoses and pipelines to pumps and vessels prior to material transfer
• Monitoring gauges and flow meters and inspecting equipment to ensure that tank levels, temperatures, chemical amounts, and pressures are at specified levels, reporting abnormalities as necessary
• Planning movement of products through lines to processing, storage, and shipping units, utilizing knowledge of interconnections and capacities of pipelines, valve manifolds, pumps, and tanks
• Reading operating schedules or instructions or receive verbal orders, in order to determine amounts to be pumped

• Recording operating data such as products and quantities pumped, stocks used, gauging results, and operating times
Previous Title   : 
Production Crew/Office Clerk/Encoder
Company        
: 
Asia Pro Cooperative (Dole-Stanfilco Philippines)
Address          
:        
Tantangan, South Cotabato, Philippines
Duration          
:       
November,  2012 to October,  2015

Field of Business :       Banana Plantation/Processing Plant/Exportation

Responsibilities: 
A. Working Team Leader

· To dispatch associates on their area of responsibilities 
· Monitoring for each production operation
· Implementing rules and regulation in all associates 
B. Production Crew

• Excellent Customer Service skills, maintained effective work relationship with other employees

• Cleaned and kept orderly condition of production areas
• Ensure all equipment is maintained and operated according to established sanitary and housekeeping standards, to highest efficiency necessary
• Mixing of both dry and wet liquids using precise measurements, sifting flour, lifting product and raw material/finished product.
• Placing product into boxes, ensuring proper labeling, coding and packaging

• Update production logs to ensure an accurate product count 

• Basic math skills to keep inventory updated and product stocked 

• Produce edible goods on a scheduled timeline to improve productivity times and meet quotas while maintaining a sanitary work environment

• Clean and sanitize equipment used during production to have inspected by quality assurance personnel
• Ensured all finished product received are of good quality and appropriate quantity.

• Sort food items according to their type and the same type of items are stored together.

• Count and record finished products

• Participated in packaging, labeling and assembling of finished products
B. Office Clerk/Encoder

• Answer telephone calls and provide information of the company’s services and facilities
• Greet customers and visitors 

• Manage inventory of office supplies and assist in organizing office activities

• Prepare coffee and snacks for office staff

• Scan incoming mail for recipient information

• Handle outgoing mails by sealing envelopes and placing stamps

• Retrieve files on demand

• Assist in preparing payrolls

• Mail bills and pay utility bills

• Prepare carrier packages for UPS and Federal Express

• Perform document photocopying and paperwork distribution tasks

• Act as a receptionist or front desk officer when required

• Transport materials and supplied between departments

• Ensure management of minor repairs of the office
• Maintain office equipment such as copiers, computers and printers
Previous Title   : 
Computer Laboratory Attendant (On Job Training)
Company        
: 
Tantangan National High School (Secondary)
Address          
:        
Tantangan, South Cotabato, Philippines
Duration          
:       
December,  2009 to March 2010   

Responsibilities:
• Prepares the tables and computer set up prior to start of every class

• Assist the professor and students during the class

• Ensure that all computers and machines are in good condition

• Computer trouble shooting

Training Attended/Certificate :
· National Certificate II (NC-II) for  networking Telecommunication Technologies
Key Skills:
· Computer Networking 
· Computer Trouble shooting
· Microsoft office

 Language Spoken :
· English
· Tagalog (Filipino)


