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Chona
Objective
· Seeking a career oriented position in a dynamic organization which requires my unwavering commitment to organizational growth, providing me with professional advancement and allowing me to further develop my skills and abilities 
Experience
DOCUMENT CONTROLLER | CLARK, PHILIPPINES | 2008 - 2016
· Scan, imaged, organized and maintained documents, adhering to company’s document lifecycle procedures and archived inactive records in accordance to the records retention schedule. 
· Received and registered customer provided documents for detail engineering or production engineering projects including in-house generated documents. 
· Performed clerical duties necessary in maintaining company’s documentation and provided updated copies in line following Standard Operating Procedures (SOP). 
· Performed documents quality check in-accordance to the company’s document control procedures. 
HR ASSISTANT | MICRO HI-FI PHILIPPINES – CLARK, PHILIPPINES | 2007 - 2008
· Substantiated job applicants’ skills by administering and scoring tests. 
· Scheduled examinations by coordinating appointments. 
· Welcomed new employees to the organization by conducting orientations. 
· Maintained employee records and ensured confidentiality and privacy. 
OPERATIONS COORDINATOR | TANITEC INTL INC. – CLARK, PHILIPPINES | 2005 - 2006
· Scheduled and coordinated workflow between different departments and the manufacturing plant to expedite production. 
· Compiled reports concerning progress of work and downtime due to failure of machines and equipment to apprise production planning team on production delays. 
Education
BACHELOR OF SCIENCE | 2001 | SYSTEMS PLUS COMPUTER COLLEGE – ANGELES CITY, PHILIPPINES
· Major: Computer Science
SECONDARY EDUCATION CERTIFICATE | 1997 | NARISCO HIGH SCHOOL- ANGELES CITY, PHILIPPINES
· Major: Secondary Schooling
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Skills & Abilities
TRAININGS
· Attended ‘Work and Attitude Enhancement’ – March 2006, Clark – Philippines.
COMPUTER SKILLS
· Excellent working knowledge of MS-Office Suite (Word, Excel, PowerPoint & Outlook). 
· Advanced working knowledge on ERP including SAP & ABS. 
PROFESSIONAL ATTRIBUTES
· Strong influencing and communication skills. 
· Constantly maintaining high levels of efficiency and employee productivity. 
· Ensured departments were compliant with company’s SOP and governmental regulations. 
· Actively maintained awareness and understanding of current industry’s best practices and developments. 
Personal Details
	· Date of Birth
	:
	17th July, 1980

	· Place of Birth
	:
	Pampanga, Philippines

	· Civil Status
	:
	Married

	· Nationality
	:
	Filipino

	· Sex
	:
	Female

	· Languages Spoken
	:
	English, Tagalog and Kapampangan

	· Visa Status
	:
	UAE Visit Visa


I hereby certify that the above information provided is true and correct to the best of my knowledge and beliefs.
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