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MAPUA INSTITUTE OF TECHNOLOGY (MIT) 
B.S. Industrial Engineering 
Specialized in Organization and Decision Making 
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WORK-RELATED EXPERIENCE
TECHNICAL WRITER Wyeth Philippines, Inc. April, 2013 – December, 2014
• Responsible in doing process maps in different work streams 
• Support in the development and documentation of Data Standards 
• Gap analysis between the current procedures and the GLOBE
• Data conversion applicable in each work stream
• Translating current data to GLOBE Data Standards 
• Support in the preparation of database prior to implementation of GLOBE template 
• Help in ensuring data consistency and completeness complaint with GLOBE Data Standards
• Encode and set-up new Standard Operating Procedures and Work Instructions required based on the work stream activities results  
• Maintain records and files of work streams including document revisions
• Support in the development of training modules and materials for the Super User and End User









TEAM LEADER Accenture Delivery Center, Philippines. April, 2011 – September, 2011
• Managing a team in service fulfilment activities 
• Maintaining work flows and quality standards and meeting deadlines; serves as a functional expert on a particular service fulfilment process and/or group of products; acting as main voice of functional teams; coordinating with offshore supervisor in executing project schedules, and budgets; understanding and applying business processes, while effectively communicate process requirements to offshore management 
• Communicate order status with offshore supervisor; works with US clients to define project scope, schedule, dependencies and other issues; works with offshore manager to create and maintain work plans; facilitates program status review sessions; identifies and tracks issues, risks and action items, provides status to affected stakeholders, and facilitates resolution; works with clients on ad-hoc requests
• Provides coaching, mentoring, and performance feedback; responsible for QA of product/service ordered; encourages and implements continuous improvement measures on day-to-day basis within area of responsibility; provides guidance to and shares knowledge with colleagues/team members relating to own specialization 
• Observe the Service Level Agreements and performance measurements assigned; participate and implement Operational Excellence initiatives; escalate issue/problems encountered by the team; performs a variety of duties and accountabilities as business need dictates 

PRODUCT/PROCESS TRAINER, Accenture Delivery Center, Philippines March, 2010 – April, 2011 
• Provide trainings for the new hires as well as refresher trainings for the whole team. 
• The primary point of contact in Manila for training updates. Works with members of the client's Training team to learn the fulfilment job function training materials and then is certified to conduct training.
• Provide detailed recommendation to the Management for employee regularization. 
• Provide feedback, do one-on-one coaching sessions to the trainees that needs further improvement. 
• Do end of day reports, training progress report that are submitted to management and the client. 
• Do continuous improvement in course syllabus, training materials and training reports. 

REPORTS ANALYST, Accenture Delivery Center, Philippines June, 2008 – February, 2010 
• Belongs in the support group in a Communications and High Tech project, mainly doing analysis of reports to be presented to the US client and to the team. 
• Ensures complete and continuous implementation of Operational Excellence process management practices to sustain high performance and exceed clients’ expectation, both on quantity and quality. 
• Continuous search for ideas for improvements on the reporting tools. 
• Initiated improvement / creation of reporting templates necessary for better data capturing (e.g. quality audit tool, performance evaluation tool, etc.) 
• Shares knowledge and best practices to management team as a result of thorough data research for improvement both in reporting and operations. 
• Assisted and participated in group activities related to process improvements and changes (e.g. time study, work load balancing, paperless process change) 
• Created detailed flow charts per processes for operational use 
• Participated in Operational Excellence documentation update for the group 

ORDER ENTRY REPRESENTATIVE, Accenture Delivery Center, Philippines July, 2007 – May, 2008 
• Assigned in Communications and High Tech Project, responsible for entering orders, building equipment packages and installing circuits for the customers by using client’s provided Mainframes. 
• Worked to met Service Level Agreements set by the US client by consistently performing according to standards. 

DATA ANALYST, Astec International Ltd. March, 2007 – July, 2007 
• Responsible in doing the analysis for the deletion process of the obsolete part numbers found in the bill of materials. 

STUDENT TRAINEE (OJT) Airfreight 2100, Inc. May – July, 2006 
• Assigned in Accounts Management Group, assisted the project coordinators in billing, and in checking of the delivery transactions of the company. 
• Studied the Unreturned Delivery Notes Systems Improvement of Air21. 


TRAININGS/SEMINARS ATTENDED
Operational Excellence Translations 						July 13, 2011
Operational Maturity - First Time Quality 					November 23, 2010
Operational Maturity Fundamentals 						August 9 - 10, 2010
- Module 1. Focus the Service Operation 				
- Module 2. Standardize the Service Operation				
- Module 3. Plan Service Operation work 				
- Module 4. Organize the Service Operation 				
- Module 5. Make the Service Operation Visual 				
- Module 6. Improve the Service Operation
Cost-Benefit Analysis Training 							August, 2010
Presentation Dynamics 								October 9, 2009
English Training 								May 4 – June 3, 2009
Operational Excellence Awareness 						May 19, 2009 
Effective Business Communication 						January 5, 2009 
Coaching in the Workplace 							September 24, 2008
Leadership Skills for New Supervisors 						June 12, 2008 
First Things First 								June 5, 2008 
Six-Sigma 									August 26, 2006 
Quality Control 									August 19, 2006 



