Elizabeth Tiamzon

4106 126th St. W. #205

Savage, MN 55378

Phone: (952) 895-3679

Email: liza2425@yahoo.com

OBJECTIVE:            
To obtain a position where I can utilize my previous experience and learn new skills within an organization where there is opportunity to grow.

QUALIFICATIONS:


*  Excellent work ethic and dedication to customer service.

*  Take pride in completing job correctly and accurately.  

*  Expertise in time management skills.

*  Computer skills using Internet, Windows, Word, Excel, AS400 and Accounting  software.

WORK

Japs Olson



    
St. Louis Park, MN • 2010-2014

HISTORY:   
Mail Inserter Operator/Quality Control


* Responsible for loading and safely operating the machine per specifications.


* Function as part of a team member of entire production operation.


* Performed basic set-up on equipment.

* Document basic information such as machine number, product code, job number, date       and time, and barcode accuracy.


* Perform quality control by pulling random samples each hour for each cell. 


*Maintained accurate log books and inspection reports for quality control. 


Conagra/Spherion



 Lakeville, MN • 2010-2010




Warehouse/Packaging (Temporary)




* Perform work per order specifications.




*Worked as part of a team on an assembly line packaging food products.




*Perform quality control to remove any defective products and ensure all products 



  had the correct packaging and labeling.




Data Edge Corporation


Mandaluyong, Philippines 2000-2009




IT Administrative Assistant II/Bookkeeping

*Safe keep important documents; hardware/software purchases, payments, contracts, reports, preventative maintenance agreements. 

*Maintain and monitor off-site back-up.

*Ensures all documentation was done correctly by programmers.

*Record and monitor distribution of books and manuals to users/department heads.

*Monitor office equipment and schedule repairs as needed. 

EDUCATION:   
Holy Angel University, Philippines, BSE degree in Elementary Education.       
   
      

