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JANET B. BALITO
	Objective
	To obtain full time employment with a progressive organization utilizing my work experience and to improve my skills that can help me gather more knowledge in my field of profession.

	Skills and Abilities
	Computer literate.

Responsible, patient, enthusiastic, resourceful and dedicated.

Multitasking capabilities.

Proven initiative and ability to work with minimal supervision.

Flexible to any adjustments regarding work.
Can take overtime if needed so.
Willing to undergo training.
Proficient in oral and written communication.
Can easily cope with changing situations.
Hard working and trustworthy.
High motivated and driven with strong desire to excel.

	Education
	1997 – 2001                    Marian Computer College
                                       Rizal Ave., San Carlos City, Pangasinan

                                       B.S. Computer Science Graduate
1993 – 1997                   San Carlos College

                                      Mabini St., San Carlos City, Pangasinan

                                      High School Graduate                                  
1987 – 1993                    Pangoloan Elementary School

                                       Pangoloan San Carlos City, Pangasinan

                                       Elementary Graduate                                       

	Professional experience
	June 17, 2016 to March 26, 2019      MERALCO PASIG SECTOR

                                                                       Formerly Known as LANDBESS CORPS./MIESCOR
                                                          LOGISTICS INC.
                                                               B & G Bldg., Meralco Avenue, Pasig City
Office Staff
· Responsible in processing of workers/employees Daily Time Record – timekeeper.
· Handles in preparing man-hours report.
· In Charge in posting property return surplus/PR-SU and Posting property return salvaged/PR-SA
· Handles OD – Transfer to other sector stores in Meralco.

· Preparing disposal gate pass.
· Preparing disposal recommendation.

· Posting delivery/diverted nor in-house in Stores Warehouse.
· Preparing toolbox meeting.
· Preparing warehouse inventory.

· Preparing out of scope billing in Meralco.

· In Charge in budgeting overtime/stores department.

· Preparing stores reimbursement.

· Monitoring daily Meralco Safety meeting in stores department.

· In Charge in posting MMS Purchasing (February 16, 2008 up to February 16, 2013)

· In Charge in posting SAP/ERP System (February 17, 2013 up to present)
February 16, 16, 2008 to June 16, 2016       MERALCO PASIG SECTOR

                                                                                  MIESCOR LOGISTICS INC.

                                                                         B & C Bldg., Meralco Avenue, Pasig City

June 16, 2002  to February 8, 2008            MERALCO MANILA SECTOR/BACOOD

                                                           LUBIRAN STA. MESA, MANILA                               
                                                                                  AIRBORNED ALLIED MAINTENANCE
                                                                         Sampaloc, Manila
Stock Controller Supervisor
· Timekeeper at Manila Stores/Logistics Department Meralco.

· Monitoring of Stock In and Out.
· Monitoring of Stock transfer from the other sector of Meralco.

· Handles in preparing man-hours report.
· Issuance of materials in MMS/Material Management System.

· In Charge in posting PR-Salvaged materials in system.

· In Charge in posting PR-Surplus materials in system.

· In Charge in posting Meralco delivery materials in system.

· Monitoring shifting duty.

	
	

	Computer Related Skills
	Basic and Advance Microsoft Word
Microsoft Excel

Microsoft PowerPoint

Visual Basic Programming 
C- Language Programming
Internet Explorer
Pascal Programming

Turbo-Pascal Programming

MMS Programming

SAP/ERP Programming

	References
	LEANDRO DEL ROSARIO (General Manager) MERALCO
GEORGE GERARDO (General Manager) MERALCO
FRANKLIN MOZO (Team Leader/Supervisor) MERALCO

VIC B. MARISTELA (Warehouse Head) MERALCO (Miescor Logistic, Inc.)

MANOLO L. ARASA (BRU Head) MERALCO (Miescor Logistic, Inc.)
ELIZABETH FELIPE (Accounting – Assistant Head) MERALCO (Miescor Logistic, Inc.)

	Personal Data
	Date of Birth:              January 30, 1980
Place of Birth:               San Carlos City, Pangasinan
Religion:                        Roman Catholic
Civil Status:                   Single 
Citizenship:                   Filipino

Height:                           5’2 

Weight:                         150 lbs.
This is to certify that the above information I have given is true and correct based on my knowledge and ability. 
                                                                                          JANET R. BALITO
                                                                                                (Applicant)

	
	

	
	                                                                                                                     

	
	

	                
	


