
MaryAileenKathleenP.Ramos
371LanzonesSt.,BagongSilang,Balanga,Bataan2100

Cell.No.+63-926-810-8829

EmailAddress:makramos.1011@gmail.com

OBJECTIVE

Tobeabletoworkhandinhandwiththecompanytowardsbothdevelopmentandsuccess.

WORKEXPERIENCE:

Position : GeneralAssistantManager
Company : Magno-DengVarietyStore
DateofEmployment : April01,2025~September07,202

DUTIESANDRESPONSIBILITIES:

❖ Inchargeinhandlingbranchmanagersinoverlookingthestores

❖ InchargeinmakingpayrollforstoresincludingsalaryofBranchManagersandSalesStaffs

❖ Inchargeinhandlingattendanceforallemployeesineachstores

❖ Inchargeofdecisionmakingincooperationwithmanagersonbothemployeeandstore

relatedissuesorconcerns

❖ Inchargeinsecuringdocumentsforallstores

❖ InchargeinhandlingpremiumrelatedworkssuchasSSS,PAGIBIGANDPHILHEALTH

❖ Inchargeinrovingonstoresforcomoliancecheckinginstandardwithdisplay,stocks,sales

improvementandcustomerservice

❖ Inchargewithdepositingremittanceofsalesfromallbranchesaswelldepositingpayments

viabankorelectronicwalletpayments

❖ Inchargeinoverseeingifutilitybillssuchaselectrical,waterandinternetbillsarepaidon

time

❖ Inchargeinadminworks

❖ InchargeincoordinationonconcernsfrommanagersandstaffstorelaytoGeneralManager

Position : QualityAssuranceSupervisor/SafetyOfficer
Company : FiberhomePhils.Inc.
DateofEmployment : March04,2019~March27,2025

DUTIESANDRESPONSIBILITIES:

❖ InchargeinwithscheduledtaskstobefinishedbyQATeam.

❖ InchargeofsafetyreportssuchasAccidentreportsandMonthlyreportsasrequiredbythe

management.

❖ InchargeinhandlingdecisionsQualityAssuranceTeam.

❖ InchargeofreportingthemonthlyperformanceofQAstaffsforMonthlyevaluationtoQA

Manager.

❖ Inchargeofhandlingandtrainingofnewlydeployedtechnicians.

❖ InchargeofmonitoringQualityAssuranceStaffs’/Officer’sattendance,restdayand
vacation/emergency/sickleave.



❖ EverydayupdatingofCreatedandReturnedProvisioningRequestinspectedbyQA
Staffs/Officers.

❖ WeeklyreportingtoQAManagerandNationalHeadforWarrantyAssuranceRequest
andProvisioningRequest.

❖ WeeklyreportingofconsolidatedManpower,PR&ReturnedPR,andincidentreportswith

statuses.

❖ Responsibleforprovidingtherequiredinformationforincidentreports.

❖ Conductinginvestigationandsendingofinvestigationresultwithclient’sconcerns.

❖ Relayingsubscriber’sconcerntoOperationsTeam.

❖ RelayingandmakingoffollowupofinspectionsforrectificationconductedbyQAStaffsto

theOperationsTeam.

❖ Conductingmeetingwithtechniciansregardingsafetyatwork.

❖ PerformingmiscellaneoustasksgivenbytheQAManager/ProjectManagerwithinsaid
deadline.

Position : HR/ProjectCoordinator

Company : RomacServicesandTradingCo.,Inc.

Address : G/FRomacBuilding1,Sto.RosarioSt.,Sto.
Domingo,AngelesCity,Pampanga

DateofEmployment : April11,2017~February28,2019

DUTIESANDRESPONSIBILITIES:

❖ Inchargeinpreparingnoticetoexplainanddisciplinaryactionformsofemployees

❖ Everydayupdatingofsummaryofabsencesbasedfromdailyattendance

❖ Counseling/Orientingemployeesbasedfromcodeofconduct

❖ Verifyingapprovedleaveandundertimeformoftheemployee

❖ Responsibleformonitoringandrequestingofofficesuppliesneeded

❖ DecidetoreturntheemployeetotheagencybasedfromthecodeofconductofClient

❖ PreparationofreportsforReturn-to-Agencyemployees

❖ PreparingAccessCardDeactivationReport

❖ Assistingnewlydeployedemployeesfornewemployeeorientation

❖ Editingofpicturesofnewlydeployedemployees

❖ RequestingandmakingAccessCardsofnewlydeployedemployees

❖ Assistingsenthomeorsenttohospitalemployees

❖ Requestingforvehicleofemployeestobeusedincaseofsenthome,senttohospitalor

additionaltasks

❖ Inchargeinmakingschedulesofhousekeepingandgardeners

❖ Assigningscheduledroomsetupeverydaytohousekeepers

❖ Attendingsafetymeetingwithclient’ssubcontractors

❖ Conductingquartersafetyaudittoco-subcontractors

❖ CheckingofMonthlyandQuarterlyqualifiedemployeesforperfectAttendance

❖ Requestingfortokensofqualifiedemployeeseveryquarter

❖ RelayingofClient’sconcerntoHRmainoffice



❖ PreparingWeeklyandMonth-EndreportsofCaseDatabase

❖ PreparingWeeklyandMonth-EndreportsofActiveandSeparatedemployees

❖ Relievertopayrollcoordinatorandtimekeeping/recruitmentcoordinator

EDUCATIONALBACKGROUND

TETIARY BachelorofScienceinElectronicsand

CommunicationsEngineering

DonHonorioVenturaTechnologicalStateUniversityBacolor,
Pampanga,Philippines
June2010–August2015

SECONDARY MagalangChristianEcumenicalSchoolInc.

Magalang,Pampanga,Philippines2006–
2010

ELEMENTARY MagalangChristianEcumenicalSchoolInc.
Magalang,Pampanga,Philippines2000-
2006

ONJOBTRAINING

❖ SmartCommunications,Inc.(FieldOperations)
April–June2015

Dau,Mabalacat,Pampanga

SEMINAR(S)ATTENDED:

❖ 40HoursBasicOccupationalSafetyandHealth(with2HoursTrainingofTrainer)
September20-21,27-28,2019
NexTower,Makati

PERSONALDATA

Dateofbirth : February19,1994

Placeofbirth : CityofSanfernando,Pampanga
Gender : Female
CivilStatus : Single

Religion : RomanCatholic

Citizenship : Filipino

Father : RamilS.Ramos

Occupation : Deceased

Mother : IreneAileenP.Ramos

Occupation : Housewife

Height : 5’

Weight : 53Kilograms
Certification : SafetyOfficerII
Languages : Filipino,English

BASICSKILLS



❖ KnowledgeablewithMSOfficeapplications

❖ KnowledgeableonmechanicalsplicingonFiberOpticCablesandFTTXinstallation

❖ KnowledgeableonNGN/Copperinstallation

REFERENCES

❖ Mr.LuduvicoBaleroso

▪ QualityAssuranceSupervisor(+63949-1840279)

▪ WuhanFiberhomeInternationalTechnologiesPhils.Inc.

❖ Ms.MarifeToledo

▪ QualityAssuranceRegionalManager(+63968-7027443)

▪ WuhanFiberhomeInternationalTechnologiesPhils.Inc.

Idoherebycertifythatallfactswrittenabovearetrueandcorrecttothebestofmy
knowledgeandability.

MaryAileenKathleenP.Ramos




