[image: image1.jpg]






   

JACKIELOU
Email Address: jackielou.369764@2freemail.com 
OBJECTIVE:

To be able to contribute my skills to your set-up as well as getting the best in skills acquisition and knowledge development in a dynamic working environment, I am looking forward in developing my professional career with full determination and dedication to your company.

EMPLOYMENT EXPERIENCE
Administrative Aide IV/Clerk II
Department of Justice (Cebu Provincial Prosecutors)





Ground Floor, Palace of Justice, Capitol Site,






Cebu City, Philippines





July 16, 2012 - January 04, 2017






Job Description:
· Provide administrative and clerical support to the Records Officer, Administrative Officer and Head of Office

· assists in controlling, maintaining, filing, archiving, organizing and recording of criminal records and other documents forwarded at Records Section.
· receiving in-charge of all incoming mails from post office and distribution of received mails to the prosecutors.
· releasing of prosecutor’s copy of criminal case records requested by the prosecutors.

· assists in issuance of Prosecutor’s Clearance particularly checking of criminal records if there is a criminal case filed against the applicant.
· assists in compliance of Records Check requested by the Office of the Parole and Probation particularly checking of criminal records if there is a criminal case filed against the petitioner for probation.
· Recording of all criminal cases filed in Court in the logbook.
· Encoding of criminal records filed at the Satellite Offices (Liloan and Bogo Satellite Office).

· Substitute Front Desk In-charge during her absence

Duties and Responsibilities:

· Answer incoming calls and provide accurate    information about client’s queries
· Provide guidance to clients on the standard office procedures
· Receives clients and attends to their needs 

· Receives walk-in communications, notices and other documents

· Assists visiting clients for Prosecutor’s appointments and clarificatory hearings with prosecutors and other parties

· Build and maintain good relationship with clients by interacting warmly with them
Quality Management System
KYOCERA Crystal Device Philippines, Inc.

Staff




New Cebu Township One Special Economic Zone





Barangay Cantao-an, Naga, Cebu, Philippines






April 2012 – July 2012


Job Description:

· establishes/revises procedures and work instructions

related to the implementation of ISO/TS 16949

· establishes initial schedule of QMS patrol, coordinates 

for their conduct and makes the initial analysis report

· establishes regular schedule of QMS Core Team meetings,

coordinates for their conduct and maintains minutes of

QMS Core Team meetings

· coordinates for the consolidation of documents for 
customer part approval process

· coordinates with QMS Core Team for the consolidation of

QMS Monthly Performance reports and submits the initial

QMS Performance Report

· coordinates for the documentation of requests for process

changes, monitors status of standardization implementation

and makes initial analysis for continual improvement

· coordinates with the external interested parties on the

improvement of QMS including the scheduling of the 

required and identified training programmes

· coordinates for the conduct of quality exchange programmes

· adheres to the standard operating procedures set in the

area of responsibility  
Production Engineer

Muramoto Audio Visual Philippines Incorporated.






MEZ-1, Ibo, Lapu-Lapu City, Philippines






July 2005 – August 2011




Job Description:
Production Supervisor (July 2009 – August 2011)

· Planning

· grasping the present situation

· provides line strategy for the next month to attain

monthly target

· reviews tact time and develops improvements in

line based on result

· analysis of defects encountered in line

· Leading

· motivate or inspire the team members to achieve 

specified goals willingly and with enthusiasm

· Organizing

· be able to identify the basic framework or relationship

between task, activities and members in the organization

· Controlling

· compare actual performance against planned actions

and take corrective actions if necessary

· Coordination

· orderly synchronization of efforts to provide proper timing,

planning and setting of goals that would result in the

realization of objectives






Quality Control Supervisor (November 2007 – January 2009)

· measures and monitors parts and products for conformance
to quality requirements including the specific requirements

prescribed by their own specification and the more general

requirements prescribed by the customer

· ensures that the validation of parts, processes or products

fall within acceptable limits (conforms to requirements) or not

and initiates reports accordingly

· established an effective system in detecting an verification of

non-conforming items

· provides an effective corrective actions to prevent recurrence

of defects

· to improve quality awareness of each operator

· to monitor line performance result and provide effective

countermeasure
Parts Distribution Supervisor (July 2005 – July 2007)

· review daily line production schedule based on the 
production schedule
· monitors the availability of parts and sees to it that it is 
available based on the production schedule

· Daily request parts needed based on the production schedule 

at purchasing department

· regularly reconciles inventory results of parts
· cascades instructions and information given by the
superiors to the members

· supervise the performance of each members through 

proper instructions, training, motivation and discipline

· monitors parts abnormality and generate immediate 

actions to avoid line stoppage 
· comply with the requirements of quality and EHS policy

· conducts monthly and annual inventory of parts
· monitors manpower & supervise members at work

· regularly monitors inventory transactions at MPS (Maple

Production System)

DEPARTMENT EHS REPRESENTATIVE

· Monitors workplace activities to ensure that workers comply
      with company  policies and government safety regulations.
· Inspect interior and exterior work areas to determine if there
  




      are any safety hazards.
· Monitors workers in compliance to material and chemical 
handling

· Performs risk assessment, job identification and hazard analysis 
      in the workplace. 
· Establish a plan for emergency response and preparedness

· Performs internal audit in compliance to health and safety 
standards (ISO 14001 and OHSAS 18001)

· Regularly attends a refresher training for occupational, 
health and safety training. 
Data Encoder


Philippine Health Insurance Corporation






Cebu City, Philippines






February – May, 2005



Job Description:
· assigned in encoding Insurance contributions of each 
members.

VOCATIONAL/TECHNICAL TRAINING
Distance Learning Program


Philippine Civil Service Commission
(Rules on Conduct and Ethical Behavior)
Cebu City, Philippines

Training Date       : May 27 - July 11, 2014


Training Period    : 40 hours







Skills Acquired:
· Basic Customer Service on Good Conduct and Ethical Behavior
Certificate Received:

· Certificate of Completion

Basic Customer Service Skills


Office of the Regional State Prosecutors








Cebu City, Philippines

Training Date       : May 31, 2013


Training Period    : 8 hours
Skills Acquired:

· Basic Customer Service Skills
∞ Able to learn how to be patient,

   attentive, tenacity and a calming 

   presence 
∞ Goals Oriented Focus

∞ Time Management

∞ Knowledgeable of the Product

∞ Willingness to Learn

∞ Clear Communication Skills
Certificate Received:

· Certificate of Participation

AUTOCAD 2010 (2D & 3D)
Technical Education and Skills Development Authority (TESDA)

Cebu City, Philippines








Training Date       : February 25 - May 05, 2012







Training Period    : 60 hours







Skills Acquired:
· Create 2D Objects
· Dimension & Modify 2D & 3D Objects
· Create and Insert Blocks
· Create Orthographic Views from 3D Models

· Create Template and Title Blocks

· Scale 2D & 3D Objects

· Apply Rendering Materials and Lights

Certificate Received:

· Certificate of Completion (Certificate No. CADD10-2011-441)
Development Frontline Management Skills
Muramoto Audio Visual Philippines Inc.








MEZ-1, Ibo, Lapu-Lapu City, Philippines








Training Date       : December 8 & 15, 2007








Training Period    : 16 hours








Skills Acquired:
· Management and Supervision
· Planning One’s Work

· Decision Making

· Leadership at Work

· Motivating People at Wok

· Organizing for Effectivity and Efficiency

· Controlling

· Effective Communication

Certificate Received:

· Certificate of Completion
Emergency Preparedness and Response
Muramoto Audio Visual Philippines Inc.

Couse: Search and Rescue


MEZ-1, Ibo, Lapu-Lapu City, Philippines








Training Date       : September 18, 2007








Training Period    : 4 hours








Skills Acquired:
· Rapid Identification, Evaluation and
Reaction to a wide Spectrum of 

Emergencies

· Identification of Emergency Response Plan
Certificate Received:

· Certificate of Attendance

7 QC Tools





Muramoto Audio Visual Philippines Inc.








MEZ-1, Ibo, Lapu-Lapu City, Philippines








Training Date       : June 19, 2007








Training Period    : 4 hours








Skills Acquired:

· Problem Approach and Analysis
∞ Analyzing

∞ Researching
∞ Theorizing

∞ Synthesizing

∞ Implementing

Certificate Received:

· Certificate of Attendance

Hazard Identification Training


Muramoto Audio Visual Philippines Inc.








MEZ-1, Ibo, Lapu-Lapu City, Cebu, Philippines








Training Date       : August 26, 2006








Training Period    : 8 hours








Skills Acquired:

· Job Hazard Analysis

· Risk Assessment

Certificate Received:

· Certificate of Attendance

MSDS and Chemical Safety


Muramoto Audio Visual Philippines Inc.








MEZ-1, Ibo, Lapu-Lapu City, Cebu, Philippines








Training Date       : February 17, 2006








Training Period    : 8 hours








Skills Acquired:

· Knowledge of MSDS of a materials/Chemicals

· Identification of Hazardous Chemicals

Certificate Received:

· Certificate of Attendance
Lean Production System



Muramoto Audio Visual Philippines Inc.








MEZ-1, Ibo, Lapu-Lapu City, Cebu, Philippines








Training Date       : Jan. 31 and Feb. 02, 2006







Training Period    : 16 hours







Skills Acquired:
· Approach on Elimination and/or Reduction of Production Waste
Certificate Received:

· Certificate of Completion

Occupational and Health Safety Training
Muramoto Audio-Visual Philippines Inc.








MEZ-1, Ibo, Lapu-Lapu City, Cebu, Philippines








Training Date       : September 25, 2005








Training Period    : 8 hours








Skills Acquired:

· Safety Management Skills

∞ Job Hazard Identification
∞ Job Hazard Analysis

∞ Risk Assessment

∞ Emergency Search, Rescue and 

    Evacuation

∞ Emergency Response and 

    Preparedness

∞ Material and Chemical Safety 

    Handling

Certificate Received:

· Certificate of Completion

EDUCATIONAL ATTAINMENT
2001 – 2004

Bachelor of Science in Electronics and Communication Engineering

Cebu Institute of Technology University
N. Bacalso Avenue, Cebu City, Philippines
1998 – 2001

Diploma in Electronics Engineering Technology (Communication)

Mindanao State University - Iligan Institute of Technology

Andres Bonifacio Street, Tibanga Iligan City, Philippines

SKILLS



Microsoft Applications (Excel, Word, PowerPoint)

AutoCAD

Basic Customer Service Skills 

Frontline Management Skills

PERSONAL DATA


Age


: 35


Sex


: Female



Civil Status

: Married



Birthdate

: April 27, 1982



Nationality

: Filipino



Religion

: Roman Catholic

