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Bachelor of Science in Industrial Technology-Electronics (2005) 
Mindanao State University, Philippines

Certified Holder of LCM, Loss Control Management

BOSH, Basic Occupational Safety and Health

Nationality: Filipino 

Age: 30 (14 March 1985) 

Visa status: Visit Visa 
Objective

To attain a rewarding position as an administrative executive, where I can use my skills and maximizes my expertise in secretarial, administration, operations and inventory. My desired employer would actively support professional growth and realistic prospects for advancement.

Professional Overview

Self-motivated office and operations professional with over ten (10) relevant years of hands-on administration and operation related office experience. Detail and career oriented worker, goal-centered work completion with analytical and communication skills. Trust-worthy and enthusiastic leader relishes new challenges, with innate vigorous personality, adaptable to varied working environment and cultures. 

Employment Experience

Administrative Manufacturing Operations Personnel


                                      Sept 2011 to 12 Aug 2015 

Process monitoring and manufacturing Auditor
Sun Power Philippines Manufacturing Limited

Laguna Technopark, Binan Laguna, Philippines

 Duties:

· Reported to Managing Director and Operation Supervisor. 

· Composed emails and business letters. 

· Stored pertinent documents in a filing cabinet. 

· Maintained accurate filing system

· Office supplies management. 

· Handled invoices and accounts submittals. 

· Created reports and presentations. 

· Maintained database of employees and workers. 

· Supported operations department in daily transactions, coordinating with manufacturing operators with queries and clarification towards employment and benefit concerns.

· Consolidated and assessed suggested bright Ideas.

Safety Personnel

Duties:

· Reported to EHS manager

· Assessed and reported unsafe act and unsafe condition to EHS management and to concerned parties.

· Identified hazard and assesses risk and controls in certain process.

· Created incident reports and good catch presentation related to safety. 

· Conducted safety audit in the manufacturing area.

· Performed monthly inspections on safety tools and equipment’s

Other Duties (as required)

· Handled incoming telephone calls and provided information asked for

· Took and delivered telephone messages to correct recipients

· Scheduled and follow up appointments and meetings

· Organized department’s meetings and events.
Production Operator 




                                                                                   2005 - 2010 

TOSHIBA Information Technology

Laguna, Philippines

· Reported to Production Manager

· Conducted daily maintenance of tools, fixtures and workstations.

· Monitored calibration and expiry dates of equipment used and chemicals applied.

· Submitted tools for calibration.

· Followed strict procedures in Electrostatic Discharge (ESD) Control.

· Red and interpreted assembly drawings and blueprints.

· Ordered parts for stockroom.

· Consulted the supervisor on changes in production schedules and targets.

· Tracked and reported deviations in the actual production in comparison to the set target.

· Reported equipment related problems to the maintenance team and coordinate equipment test after problem resolution.

Additional Skills 

· Proficient in using English Language both written and verbal English communication 

· Well experienced in Microsoft Office Suite (Excel, Word, and Power Point). 

Hobbies and Interests 

· Member of Holy Cross Parish Choir 1997-2001. 

· Cluster Head for CFC Youth For Christ 

· Attended International Leaders conference in Clark Expo-Filipino Pampanga (2002)

· Played and headed company’s volleyball team
· Travel enthusiasts 

· Photography hobbyist

