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OLIVIA D. BEATO
Residence: Deira, Dubai – U.A.E
Mobile Number: 056-7026509

Visa Status: Tourist Visa (June 17, 2010)

Email Ad: vhiabianca@yahoo.com.ph                           

 SHAPE  \* MERGEFORMAT 



CAREER OBJECTIVE: To obtain a responsible position in a dynamic and progressive company that will utilize my knowledge and skills as an individual and provide opportunities for professional growth and development. Trustworthy, ethical, and discreet, committed to superior customer service. Confident in interactions with individuals at all levels; detail-oriented and resourceful in completing projects. 
 SHAPE  \* MERGEFORMAT 



Key Skills:
· Office Management 

· Records Management 

· Inventory Management 

· Report & Document Preparation

· Leadership Skills

· Analytical Skills 

· Teambuilding & Supervision 

· Customer Service Assistance 

 SHAPE  \* MERGEFORMAT 



Proficiency:

· Established leadership skills from years of working experience with Hitachi Global Storage Technologies for 11 years.

· Practiced sound decisions making ability

· Adeptness in MS Excel, Microsoft Word, Power Point, Access, Outlook applications, Power point presentation

· Knowledgeable in basic SAP operations, Lotus Notes applications, E-Meister application (Quality & Productivity Improvement), VISUAL Basic application, JAVA Programming, ASP.Net, Macromedia Flash, Php., Internet surfing
· Possesses good presentation and communication skills

· Personable, capable of handling, training, motivating groups of people

· Good under multi-tasking pressure

· Organized, dependable, and fast learner
 SHAPE  \* MERGEFORMAT 



PROFESSIONAL EXPERIENCE:

STI COLLEGE SANTA ROSA
STI Bldg. Commercial Complex, Balibago

City of Sta. Rosa, Laguna, Philippines
Position 

: Assistant College Registrar
Inclusive Date

: March 26, 2009 – June 15, 2010
Duties and Responsibilities:
· Supervised Assessment for the new students and for the incoming transferee students using College Enrollment System 

· Supervised enlisting officers during enrollment 
· Managed students assistant and student who perform On-the job training.(OJT)
· Managed the preparation and issuance of transferred out requirements of out going students, such as:
  * True Copy of grades

               * Certificate of Good Morale Character

               * Certificate of Honorable dismissal

         * Official Transcript of Records
· Managed the updating of student’s permanent records

· Organizing and maintaining all records of students upon enrollment and during enrollment.

· Disseminate information to all students for the requirements discrepancies especially for the graduating students.

· Conduct Orientation for the incoming freshmen students, transferees and old students.

· Managed the preparation for the following requested documents:
* Official Transcript of Records for the graduating and non graduating students.

* Request of Special Order Number for the certificates in Commission on Higher  

   Education (CHED) for the bachelor courses.

* Request of Special Order Number for the certificates in Technical Education and Skills  

   Development Authority(TESDA) for technical courses

             * Revision of Forms used in Registrar’s Office

· Able to manage the evaluation of  Graduating Students and Honor students 

· Preparation for the records of Candidates for Graduation

· Updating of Inventory report of Entrance Credentials

· Cancellation of Form138 – high school card

· Filing of records for individual student’s records

· Prepares request for Permanent records – Form137A/TOR
Position

: Academic Student Assistant – Dean’s Office
Inclusive Date
: November 16, 2007 – March 25, 2009
Duties & Responsibilities
· Filing of Faculty’s 201files
· Updating of Enrollment Schedule 
· Assist enlisting officers during  enrollment assessment
· Filing and processing of administrative documents of faculty members
· Assist new applicant for faculty position
· Encoding of grades using the grading system – College Enrollment System
· Assist College Dean and all department heads in all activities and programs of the school 
· Responsible for updating and posting of class schedules and College Dean’s advisory, and announcements.
· Performed the revision of all forms used in academic
Hitachi Global Storage Technologies, Philippines, Inc

Special Export Processing Zone, Laguna Technopark,

Biñan, Laguna, Philippines
Position

: Infrastructure and Control Line Leader III (IT Department)
Inclusive Date
: September 2006 – June 23, 2007 

Duties & Responsibilities :
· Responsible for IT Department’s maintenance of timekeeping data
· Supervised the filing and processing of administrative documents
· Coordinator  for SOX and Security related activities and documents
· IT document controller and coordinator for IT internal and external audit
· Updates the IT documents for the internal and external audits      
· Environmental Management Systems and ISO audits (Quality Audit)

· Coordinator for Travel Aboard and Local for IT department personnel

· Supervise the weekly and monthly inventory reports of consumables items tools and equipments for IT department

· Manage the request of working permit for the work constructions under IT department.

· Coordinator for the incoming visitors and supporters (foreign and local supporters) for the IT department.
Position

: Line Leader III (Assembly Site Master) TRAINER
Inclusive Date
: April, 2004 – August, 2006 

Duties & Responsibilities :
· Supervised the training of new models for Hard Disk Drive models. (MONICA,DNP AND DNA model of HARD DISK DRIVE – 1.0 inch)
· 1.0 inch SSTW  Process -  Servo Track Write the initial test done for HDA-hard disk assembly part of HDD

· 1.0 inch F / ASSM Process – Final Assembly the process of attaching PCBA /PK on the HDA for the consecutive testing of HDD 

· 1.0 inch TEST Process – HDD will undergo different set of testing in one tester that performs sequence of test for the quality assurance of HDD.

· 1.0 inch Rework Analysis Process -  Process that performs the disassembly of HDD for the defect analysis it can determine whether the defect came from the manual assembly and can be determine during the testing of HDD.

· 1.0 inch Featuring and Packing Process – Process of HDD labeling or putting the proper covering of HDD while tracing the identity through the use of systems. 
· Managed the quality of product by monitoring proper procedure and instruction of the process.
· Performs checking and analyzing of process defects. Defects can be the fatal error caused during the testing of HDD for long period of time which is properly indicated to the work instructions.

· Trains and guides the operators in execution of work instructions and evaluates the performances. Determining type of process to be handled by the operator whether critical or non-critical process it can be in manual and in technical processes.

· One of the approving bodies for the certification of all operators in all processes.

· Have personal counterpart for direct communication with the other sites from Fujisawa, Japan and PRB Thailand for the information and clarification on the problem and analysis for the product’s defects.

· Conduct yearly certification of 1.0” HDD process in Fujisawa, Japan

· Continues support in manufacturing by monitoring the condition of operator’s skills

Position

: Line Leader II (Production Section - H’SA Area)
Inclusive Date
: April, 2003 – April, 2005 

Position

: Line Leader I (Production Section - H’SA Area)
Inclusive Date
: January 2000 – April, 2003

Duties & Responsibilities :
· Prepares and sends out Daily Production Report to superiors 
· Maintains a controllable amount of parts inventory in the Production area
· Performs checking routine for tools, equipment, consumables and over-all production condition
· Trains and guides operators in execution  of work instructions and evaluates their performance
· Maintains files of controlled documents and receipts for received items.
· Generates decision regarding allocation of drives and PK’s among production lines in the absence of engineer
· Reads and follows Daily production plan and supports Internal planner by sending out initial plan (based on yesterday’s production result) 
· Performs other duties as requested by superiors
Position

: Production In-charge
Inclusive Date
: May, 1996 – January, 2000
Duties & Responsibilities :
· Executes assigned production processes:
· FPC Attachment; Soldering; Wire Routing process; Coil Bonding; Pivot Attachment; Pivot Height Checking; Coil Lead Wire Soldering

· Appointed as Line in-charge for H’SA Line Sub-Assy after 6 months from hiring date

· Appointed as Line in-charge of H’SA (for OEM customer) after 8 months form hiring date

· Immediately reports found products defects to line leaders and supervisor
· Ensures the work area orderliness

· Assists line leaders maintaining control over parts stocks
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Major Accomplishment:

· Civil Service License Holder (SUBPROFESSIONAL)

· Dean’s Lister 

· Awarded as Student Assistant of the Year and Best Group – Thesis

SEMINARS/TRAININGS ATTENDED: 
· ISO 9001:2001(Quality Audit )
· ISO 14000 - Environmental Management  System Training (EMS)
· OHSAS – Safety Training

· HDD Assembly Monica Plus Model 
· HDD Assembly Dana Plus Model 
· H’SA Assembly models DK319 and DK329
· Handling Hazardous Materials Training

· Fire Brigade Refresher Course
· Team Problem Solving
· Electrical Safety Training
· Leadership Skills Training
EDUCATIONAL BACKGROUND:

College ( June 2007- April 2009)                                   

Bachelor  of  Science  in Information Technology                                                           

STI College Santa Rosa (System Technology Iinstitute)                                                                                     STI Bldg. Balibago Commercial Complex,                                                                     

Balibago City of Sta. Rosa, Laguna

College (1994-1996)                                                                                             

Graduate of Associate in Computer Science                                                             

San Pedro College of Business Administration                                                                  

San Pedro, Laguna

High-School-(1990-1994)                                                                                                    

St. Michael’s College of Biñan, Laguna                                                                                     

Platero Biñan, Laguna

Elementary-School-(1984-1990)                                                                                             

Pulong Sta. Cruz Elementary School                                                                                                 

Brgy. Pulong Sta. Cruz Sta. Rosa, Laguna                                                                                                              (Graduated as Valedictorian)
I do hereby & solemnly swear that all the above information is true and correct to the best of my knowledge and belief.
Applicant
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