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Graduate of Bachelor of Science

in Computer Science  S.Y. 2018

Well – experienced in Content

Creation

Diverse background in the

EdApp, Wisetail, Salesforce

Had an experience developing

Training materials and UAT
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Intertek Testing Services Philippines 
Global Content Management Specialist
April 5, 2021- Present0522 Purok 4, Brgy. Banaybanay

San Vicente Lipa City Baangas,
4217

Proof  reading of  new or  updated course mater ia ls

and uploading into the tra ining plat form.

Vers ion control  and maintaining currency in  the

var ious re lease plat forms

Minor  updates  to courses  as  per  cases  and

feedback ra ised by t ra iners  and student under

guidance of  the port fol io  managers

Plat form administrat ion (but  not  l imited to

Wisetai l ,  Lucie ,  Academy,  Mindf lash ,  Learnupon,

Edapp)  e .g .  Manage users  access  per iod,  monitor

customer rev iews and feedback,  setup new

courses  ,  support  with product  re lated issued

raised by students .

Manage the Microlearning administrat ion tasks

(adding courses  to user  groups on monthly  bases

and the overal l  management of  subscr ipt ion

per iod.

Support  the team in technical  program admin

tasks  where a  wider  programme of  work is

required and undertake operat ional ,  c ler ical ,

and/or  administrat ive support  tasks  as  ass igned;

serves  as  back-up support  in  the day-to-day

coordinat ion of  t ra ining act iv i t ies  as  needed.

Project  management of  onl ine course QA

processes .

Ass ist  in  des ign,  development ,  and coordinat ing

product ion of  t ra ining modules  and web based

market ing ,  publ ic i ty ,  and promotional  mater ia ls .

English

Filipino

Global Content Management Specialist

Bachelor of Science in Computer
Science
Kolehiyo ng Lungsod ng Lipa
Brgy Marawoy Dagatan Lipa City
Graduated S.Y. 2018

LANTO



Researches ,  col lects ,  and analyzes  data and prepares  scheduled and ad

hoc reports  us ing database programming techniques .

 Provides technical  ass istance in the design and development of    

publ icat ions and reports  through formatt ing ,  graphic design,  and edit ing .

Works  with subject  matter  experts  to  develop out l ines  for  new courses

and/or  modif icat ions to exist ing courses .

Serve as  t ra ining contact  for  appl icat ion user  community  re lated to

tra ining content  and act iv i t ies .

Support  the business  to monitor  the on-t ime del ivery  of  t ra ining serv ices

Support  Tra ining program manager  and Product  Manager  for  product

enhancements  and

User  Acceptance Test  (UAT)  –  InL ight  Salesforce ,  GSCC and Analyt ics .

Ident i fy  and highl ight  r isks  and issues and escalate appropr iately .

CONTACT WITH OTHERS

a.  Internal

The role  wi l l  pr imar i ly  work with the Business  Assurance Product  teams which

have a  hub in

the Phi l ippines but  a lso work in  USA,  India and UK.  As  the team member gets

more

exper ienced there wi l l  a lso be opportunity  to  interact  with other  teams

across  Intertek

including:

•  Business  Assurance team & Managers  f rom Business  Development ,  Business

L ines ,  Regions ,

Countr ies ,  &  Key Accounts

•  IT  Div is ion ,  Key account managers

•  Tra ining and Technical  teams within the business  l ines

•  Market ing and business  development teams

b.  External

Al l  Business  Assurance external  customers



Duties  and Responsibi l i t ies

1 . )    Document Management

·Ensure that  a l l  IMS records are proper ly  maintained and retained based

on control led procedure

·Ensure that  a l l  ISO related documentat ion are proper ly  registered and

control led .

·Manage system record management including updat ing of  data in

LaserFiche.

2 . )    Tra inings and Awareness

·Conduct  Documents  Awareness  and related tra inings af fect ing IMS.

·Conduct  IMS awareness  for  newly  hi red employees

3 . )    Audits  and Ver i f icat ion of  Act ion Plan

·Checking compliance of  areas  on documentat ion requirement

· Issue audit  reports  and ver i fy  complet ion of  act ion i tems

·Part ic ipate in  6S audit  proper  including preparat ion of  reports  and

necessary  requirements .

·Ass ist  on system audits  conducted by internal  and external  party .

4 . )    Other  Tasks

·Managed suppl ies  and inventory  of  ISO i tems including monitor ing of

status  of  Quotat ion and Purchase requests .

·Prepare payments  requests ,  hauler ’ s  pass  and other  necessary

documentat ion requirement of  the team.

Aruze Global Shared Services Philippines (Agency-Wealth link Inc. to Permanent Worker)
ISO Document Controller Staff
May 22, 2019- March 26, 2021

168 Felipa Mansion 
Front desk /Receptionist (Reliever)
November 11, 2018- April 11, 2019

Duties  and Responsibi l i t ies

Maintains  secur i ty  and telecommunicat ions system

Include checking guests  in  and out ,  i ssuing keys ,  taking reservat ions by

telephone or  emai l ,  prepar ing bi l l s  and deal ing with payments

Keeps a  safe and clean recept ion area by comply ing with procedures ,

rules ,  and regulat ions .

Provide guests  with information,  answer their  quer ies  and deal  with

complaints

Ensure that  guests  and v is i tors  are sat is f ied with their  stay

Report  to  the Manager  on the status  and updates  based on the number of

guests



Duties  and Responsibi l i t ies

1 . )    Document Management

Interact  with customers  through telephone on behal f  of  an organizat ion .  

Provide information about products  and serv ices

Respond to customer complaints ,  and process  returns

Fol low the KPI  per  account to resolve customer complaints  and concerns

Protect  customer personal  information

Ensure that  customers  are sat is f ied with products ,  serv ices ,  and features .

THE RESULTSCOMPANIES 
Customer Service Representative
June 11, 2018- November 01, 2018


