  


 Elizabeth S. Cheng
                         427b. Crispin Cenizal Street
                                 Biwas Tanza Cavite
			Philippines, 4108



Email address:      zariahreylisolis03082021@gmail.com
Contact number:  09452711138



OBJECTIVE

	To work and grow in a professional environment where my knowledge, experience, creativity and ethics can be use.



PERSONAL INFORMATION

           Birth date:      July 3, 1987		               Age: 34
Birth place:    Cavite			               Gender: Female
Citizenship:   Filipino		                         Religion: Catholic 
           Status:            Married



EDUCATIONAL ATTAINMENT
              
                  Level				Year				Name of School

Elementary	                          1999-2000                         Felipe C. Elem. School
Secondary	                          2000-2004                          St. Augustine School
College                                         2004-2006                          St. Joseph College (graduate)
 











SPECIAL SKILLS

Can speak 50-60% Mandarin
Basic knowledge in computer.
Can communicate and understand Basic English.
I can do multitasking work.
There are many things I have learned from my previous  jobs which I can share and use with your company.  Flexibility, communicating and working beyond the scoop of job.
I am very willing to know and to learn more about the company, I am willing to absorb everything that can help me develop my knowledge and skills.



WORKING EXPERIENCE

UNITECH PCB (taiwan)                           Electronics                2008-2011
Taipei, Taiwan

-monitors the quality aspects of incoming raw materials to the organization and the products that are ready to be shipped.
- ensure that manufactured products meet the specified quality standards set by the organization before being sent to customers.

UNITECH PCB (taiwan)                          Electronics                      2012- December 2020
Taipei, Taiwan

--monitors the quality aspects of incoming raw materials to the organization and the products that are ready to be shipped.
- ensure that manufactured products meet the specified quality standards set by the organization before being sent to customers.


Solaire Office 99     			   Admin Staff (translator)		Sept. 2021- present
Paranaque City

-Provides administrative support to ensure efficient operation of office.
- Answers phone calls, schedules meetings and supports visitors.
-Carries out administrative duties such as filing, typing, copying, binding, scanning etc. …
-Exhibits polite and professional communication via phone, e-mail, and mail.
-Maintain electronic and physical files.
-Maintain weekly schedules of employees.
-Organize and provide documents, reports and information.

I HERBY CERTIFY that the facts contain in this resume are true and complete to the best of my knowledge.
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