ANTONETTE G.SEGISMUNDO       

ADDRESS: Al Muraqqabat Road Deira Dubai, UAE

CONTACT # 050-2614630

E-mail: nhette_0612@yahoo.com

Work Experience: 


 Integrated Microelectronics Incorporated

                                    
 North Science Avenue Laguna Techno park 

 Special Processing Zone, Binan Laguna

 PHILIPPINES

Secretary cum Receptionist

January 2003-June 2006

Specific Duties      


Perform administrative and secretarial duties with wide latitude for exercising discretion and judgement. Prepare letters, a portion or all of which may be composed or compiled on the basis of personal knowledge of the subject matter. As instructed or in accordance with precedent, direct mail to other staff members for their action.


Directly reporting to Japanese Director, provide support to four Japanese expatriate. Act as communication channel between local staff and Japanese staff.


Make a reservation for hotel accommodation, flight booking and travel arrangement.


Arrange for and scheduled appointments for the executive, including interviewing callers and making proper referrals; prepare material and make arrangements for meeting as required.


Review purchase requisition, obtain quotations from vendors to ensure favorable quality, price and delivery terms. Interface with vendor and staff management


Study reports received, check and compare with previous reports or other data, and bring to the attention of the executive significant items, changes, errors, and omissions. Maintain for the executive up –to –date management manuals, directives, correspondence and reports available for reference and efficient operation of the office.


Take and transcribe dictation, type and maintain office records. Answer telephone and reply to questions in accordance with general instructions or refer calls to appropriate staff member.

Production Clerk 

January 2000- December 2003

Specific Duties       


Prepares production reports and others performance indicators for monitoring purposes. 


Performs typing, computer encoding of written and graphical reports.


Compiles completed reports memos, charts and files.


Performs other duties as maybe assigned. 


Entrusted to process confidential employee records such as salary changes vacation/absenteeism reports and performance appraisal. Prepares presentation materials for operations meeting and for staff meeting.


Acknowledge visitors and determines the reason for their visit, Receive question, request, and complaints attend to such matters promptly, accurately, and tactfully.


Keep the assist all persons who come in the company.

Document Controller 

                                             January 1996- December 2004

Specific Duties   


Support the division goals and objectives.


Sees to it that all incoming and outgoing documents are immediately transmitted to the respective addressee. Maintain file copies of memo, letter, documents and other correspondences, receives, logs and sorts.

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


Ensure that all necessary documents required for production are posted to minimize audit findings and produce good quality products. 


Handle posting and retrieving of all manufacturing documents like Working Instruction, Waiver, Quality Plan, TCN and other vital requirements and special working process from customer.


Responsible for routing the new documents for awareness of all concern personnel of production, quality assurance & engineering team.


Coordinate with customer in preparing for the new documents.


Ensure proper filing of all documents; make sure to separate new from obsolete documents.

Education:













                                   Bachelor of Science in Commerce

    
Colegio de San Juan de Letran PHILIPPINES 

                        
 1992- 1994

Skills:

Knowledgeable in operating Personal Computer systems with Windows Application Software such as Word, Excel, Power Point, & Internet.

Personal Data

Date of Birth:
June 12,1976

Place of Birth:
Bay, Laguna PHILIPPINES

Visa Status: 
Visit Visa
