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Work experience:

Jan. 27 ’14 to Feb. 14 ’14
Customer Service Representative (CSR)

Oct. 07 ’13 to Dec. 23 ’13
Customer Service Representative (CSR)





QUALFON PHILIPPINES INC.





SKYRISE 3, Qualfon Building, Cebu IT Park, Lahug Cebu City Philippines 6000




Handles pre-paid phones under Straight Talk Wireless

Responsible for assisting customers in their account – adding an account using their prepaid card or credit card, check their balance and other inquiries.
Assist customers for purchasing a new phone.

Help customers for initial trouble shooting of their phones and transfer to respective departments for providing them the solutions.

Other task as maybe assigned.

Mar. 26 ‘01 to Mar. 28 ‘13
Executive Secretary /Right Hand of the Company




STA. CRUZ SHELL GALLERY PHILS., INC.
Address: M.L. Quezon, Highway Pusok, Lapu-lapu City Cebu, Philippines 6015
Responsibilities :
Will be mainly responsible for transactions with buyers.

Specific Tasks  :
Help in marketing of products

· Answer inquiries of buyers

· Responsible for price list files

· Responsible for catalogue files (picture files)

· Type pro forma invoices

Responsible for shipping documents / Production Operations
· Type invoices, Packing list

· Make sure other shipping documents are in order
· Coordinates with the forwarder for the shipment status, delivering the empty container and arrange schedule of  pull out

· Check the pro-forma invoice versus the actual order and make sure it is tally
Responsible for keeping track of status of all orders

·  Must submit a list of pending orders and the status of  each 
order every 2 weeks.

Responsible for Suppliers cash advances and deliveries

· Record all cash advances of each supplier
· Check all outgoing shells of the suppliers to be compared in their incoming deliveries.

· Check all deliveries of suppliers and make sure the cash advance will be deducted in deliveries

· Other concern of the suppliers

Responsible for keeping cash on hand and submitting liquidation report.

Other task as requested by AFD or BTD
Jan ’00 to July ‘00

Division Secretary





INTEGRATED MICROELECTRONICS, INC.




North Science Avenue, Laguna Technopark, Biñan,Laguna
Handles appointment of the Division Manager and reminds him of the schedule.  Updates and prepares a calendar of activities for him.
Takes down dictations, transcribes, types and proofreads correspondences, memoranda and other documents.

Screens incoming / send outgoing call messages.

Maintain and safe keeps all records and documents.

Screens and records all external and internal documents submitted to and issued from the unit.  Sees to it that all outgoing documents are immediately forwarded and transmitted to the respective addressee.

Handles/screen/receives visitors, walk–in clients and callers with utmost tact and diplomacy.

Prepares/routes/confidential documents that needs approval, signature or immediate action and facilities completion and movements of such.

Performs other duties as maybe assigned.

June ’96 to Dec ‘99

Division Clerk II




INTEGRATED MICROELECTRONICS, INC.





North Science Avenue, Laguna Technopark, Biñan,Laguna
Responsible for the total clerical services of the division (typing, filing, photocopying, document routing etc.) and other administrative task.

Prepares production reports, (e.g. Attendance and Direct Labor Cost) and other performance indicators for monitoring purposes.

Performs typing, computer encoding of written and graphical reports.

Performs administrative task (e.g. issuance of meal tickets, pay slips).

Compiles completed reports, memos, chart, and files them accordingly for future reference / backtracking.

Performs other duties as maybe assigned in support of the over-all departments goals and objectives.

Oct ’95 to May ‘96

Store Keeper
INTEGRATED MICROELECTRONICS, INC.





North Science Avenue, Laguna Technopark, Biñan,Laguna

Responsible for the material safekeeping, issuances required by the production schedule and those materials required by Support Group.

Organizes the store area to ensure the orderliness of the materials in storage.

Checks and receives material transfer from receiving.

Prepares shortage reports and requirements for under stocked materials needed by checking/monitoring the availability of materials to avoid production downtime.

Prepares the documentation of all transactions related to material issuances to ensure that records and actual stocks tally.

Performs periodic inventory check (cycle counts) to continuously confirm the accuracy of records Vs actual stocks.

Monitor stocks levels and provide accurate reporting.

Performs any other task that maybe assigned to support departmental goals and objectives.

Education:
Short Course


 Computer





 Dual Tech Training Center





 Calmelray Industrial Park

 Canlubang, Laguna

College



Preparatory Dentistry

Saint Michael’s College Of Laguna

Bo. Platero, Biñan, Laguna

Graduated : 1995
Personal Data

Birthday


:  February 11, 1977
Birthplace


:  Marinig, Cabuyao, Laguna
Gender



:  Female
Age



:  38 years old

Nationality


:  Filipino

Civil Status


:  Married

Religion


:  Roman Catholic

Special Skills and Knowledge: 
 Literate in Computer Software Operations such as O/S: Window7 / XP, Microsoft Office, On-line communication, Interpretative Dance Instructress (Christian Songs), Music Ministry.
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