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Aranas.233583@2freemail.com 

	

	Objectives

	●To find a position that will allow me to utilize my creative and leadership skills

●To gain more knowledge and experience in working industry.

●To develop my skills and talent in working.

    ● To work in a place where there is a need for a variety of office management skills including – computer knowledge, organizational abilities, business intelligence and database program use 
Personal Summary :

A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Approachable and able to establish good working relationships with a range of different people. 



	Qualification

	
Qualification

: English Fluency Graduate 
Field of Study

: English 
Graduation Date
: February 2006

Certification
English Fluency Course (2006)


	Experience

	Company Name

: Koryo Subic Inc. 
Position Title

: ADMINISTRATIVE Staff
Position Level

: ADMIN  STAFF  / 2 Years Experienced Employee

Specialization

: Coordinate and associate to the personnel with good manner
Industry

: Manufacturing of high precision plastic molding for camera
Duration

: 2004 -2005 

Work Description:
              I am responsible to perform administrative and office support activities for supervisors. I am also one of the staff could do and coordinate or associate to our personnel. My duties also include take charge of telephone calls, filing records of our employee.  I may assist with the overload work from administrative and at the same time I can be the office receptionist as needed.

Company Name

: Subic Technics, Inc.
Position Title

: Quality Asurance Staff & Technical Staff
Position Level

: QA  STAFF  / 7 Years & Up Experienced Employee

                                  : TECHNICAL STAFF / 1yr. Experienced Employee

Specialization

: QUALITY CHECKING
Industry

: Manufacturing / Production

Duration
            : 2006 – 2014 (8years)
Work Description: 
            Being one of the QA staff , I was a Quality checker staff for production. I am responsible to check the product before the shipment date I was also responsible in preparing the DOCUMENTS needed for inspection and Responding to customer, on any appropriate issues. Aside from that I am the reliever to perform all the duties and responsibilities of my co- QA staff.
          As a Technical staff, I need to perform necessary tasks successfully.  Due to that our product was a microphone, I am one of the staff needs to test the microphone and assure that the it is in a good function before mass production. 


	Skills

	(Proficiency: Advanced - Highly experienced; Intermediate - Familiar with all the basic functionalities; Beginner - Just started using or learning the skill)

Skill

Years

Proficiency

documentations / computer literate

>2
Intermediate



	Languages

	(Language)
Spoken

Written

English



	Additional Info

	Technical Qualification : Computer Literate ( MS Word, MS Excel ) willing to learn

other applications.

Seminar/Training Courses : 

Internal Quality Auditor Training

Resource Speaker : Ms. Helen Evalle

Date :  June 13-15, 2011
Place : Subic Technics, Inc.

Work Experience from 2006 to 2014
Position held as

Sept. 26, 2006 : Production Assembler
(Subic Technics, Inc., Professional Microphone Manufacturer)

Aug. 01, 2007 to 2014 : Quality Assurance Staff
(Subic Technics, Inc., Professional Microphone Manufacturer )

April 16, 2013 to 2014: Technical Support Staff
(Subic Technics, Inc., Professional Microphone Manufacturer )

	

	


