DIANA P. TULAGAN

#35 McKenzie St., Woodbridge,

Vaughan, Ontario, Canada
+14379928473
tulagandiana@gmail.com

CAREER OBJECTIVE

I am seeking employment with a company where I can use my talent, knowledge & skills to help the company and my co-workers to be successful. And I want to excel in this field with hard work, perseverance, and dedication.

PERSONAL INFORMATION


Date of Birth

:

June 13, 1993


Age


:

29 years old


Gender


:

Female


Nationality

:

Filipino


Civil Status

:

Single


Religion

:

Roman Catholic

KNOWLEDGE

· Knowledgeable in Microsoft Office (MS Word, MS Excel and MS PowerPoint)
· Computer Servicing (e.g. Reformatting Computers and Software Installation)

WORK EXPERIENCE

Customer Service Representative

Customers For Life, Corp.

May 2022-Present

Job Description:

· Receive incoming calls from car dealerships and to contact outbound call leads. 

· Reminding customers when their car is due for service.

· Coordinating appointment bookings.

· Following up with customers after their service to ensure satisfaction.

Document Control Custodian

Dagupan Doctors Villaflor Memorial Hospital

Mayombo District, Dagupan City, Pangasinan, Philippines

March 01, 2017 – December 10, 2021

Job Description:

· Responsible for organization's documents

· Coordinates with the different departments within an organization and ensuring the documents are kept in the right folder

· Works to deadlines and ensures that all departments of the organization are following the same procedures regards to documents.

· Implement processes related to document control and management

· Ensures checking quality of documents, monitoring processes, producing listings, setting up project filling systems and teaming up with other documentation group

Sales Coordinator 

Puyat Steel Corporation

Nancayasan, Urdaneta City, Pangasinan, Philippines

August 4, 2014 – October 1, 2016

Job Description:

· Responsible in providing assistance on the processing of the sales documents forwarded by BPNL-Tarlac Office to BPNL-Pangasinan Rollforming Plant such as sales contracts, production request details (PRD) and other required documents, and forwarding of PRD to production departments.

· Responsible in transmitting important and urgent information to the production department in the event of urgent revisions  in the production details such as change in colors, changes in gauges, cancellation of orders, etc which will be provided by BPNL Sales Offices. This will prevent the wrong production, miscommunication and delays.

· Responsible in monitoring and providing BPNL offices the Updated Daily Order Status Report and Production Scheduling Report as prepared by BPNL-Pangasinan Rollforming Plant Production Department.

· Responsible in the monitoring of produced materials ready for delivery or transfer, assist in the processing of Delivery Receipts, providing assistance on the dispatching of BPNL deliveries and requested transfer of produced materials to BPNL- Burot Warehouse.

· Systematized filing of BPNL Sales Documents for easy retrieval.

· Responsible in providing BPNL a Daily Updated  Stock Position of Pangasinan Rollforming Plant as prepared and provided by the production department.

· Responsible in informing and relaying of urgent and important memorandum from Edsa and BPNL-Tarlac Office to BPNL- Pangasinan Rollforming Plant.
· Responsible in the processing and preparing other BPNL sales related documents and reports as instructed by the immediate superior.
Machine Processor

National Statistics Office

Calasiao, Pangasinan, Philippines

2012 Registry System for Basic Sectors in Agriculture (2012 RSBSA)

January 2, 2014 – April 14, 2014

Job Description:

· Encode entries of all RSBSA forms in assigned bundles

· Act as data editor during the data cleaning phase

· Perform other activities that may assigned by the supervisors

National Statistics Office

Calasiao, Pangasinan, Philippines

Machine Processor

2012 Census of Agriculture and Fisheries Machine Processing (2012 CAF)

September 10, 2013 – December 31, 2013

Job Description:

· Encode entries of all CAF forms in assigned bundles

· Act as data editor during the data cleaning phase

· Perform other activities that may assigned by the supervisors

SKILLS
· Integrity

· Teamwork

· Hardworking

· Willingness to learn

· Computer literate

This is to certify that the information mentioned above is true and correct to the best of my knowledge and belief.








          
____________________









     Diana P. Tulagan 








                     Applicant

