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CONTACT INFORMATION:

LINA M. FERIA MANNING
433 Sumner Street

Longmont, CO 80501 USA

Email: medy_beroy@yahoo.com
The Manager

Dear Sir/Madam:

I am looking for the position of Customer Service Representative where I could use my 21 years of office work experience in the Philippines. I am articulate, smart, hardworking, honest, well educated, responsible and committed. I have a basic knowledge of computer operation with the internet so I believe that with proper training, I could become a very good Customer Service Representative. 
Human resources is where I excel at because I am a people person so I believe that I would be a positive addition to the company if given the chance to work there. I need to do something that would give me the chance to interact with people. I also have my own car and a valid driver’s license.

Should you require for an interview, I am willing to come anytime in the morning because I work in the afternoon until midnight.
Anticipating your wholehearted support and positive response.

Very truly yours,
LINA M. FERIA MANNING
Applicant

LINA M. FERIA MANNING
433 Sumner Street

Longmont, C0 80501 USA

Email: medy_beroy@yahoo.com
OBJECTIVES:
1. Seeking a position as a Customer Service Representative;
2. Aims for a challenging position in a reputable company where my very satisfactory scholastic background and interpersonal skills are well developed and utilized.
3. An HR generalist with 11 years experience in senior management position exposed to the field of recruitment, HR policy and system development and implementation from ground;
WORK EXPERIENCE:
Customer Service Representative (Trainee)

Network Global Logistics

320 Interlocken Parkway

Broomfield, CO 80021

July 30 – Sept 12, 2012

Technical Advisor at IBM (Trainee)

Adecco Staffing Services

6300 IBM Plant

Boulder, CO 80301

June 04 – 30, 2012
Certified Assembler for Accessories/VacLine at Covidien (Temporary)
Certified Packager of medical surgical devices like Impact, Precise, 5mm, AG2, Cool Tip, FFS1
Kelly Services

May 31, 2011 to March 10, 2012
On Sabbatical Leave (July 2010 to March 22, 2011)

Waiting for the approval of green card, work permit and Social Security Number

Chief, Manpower Development Officer (Retired)

October 18, 1999 to July 1, 2010
Palawan Employment Services Office

Rooms 20-22 Capitol Commercial Complex

Fernandez Street, Puerto Princesa City 5300

Palawan, Philippines
Accomplishments: 

· Managed an employment facilitation office using the Labor Market Information System
· Turned around an obscure into an award winning office for four out of five years that I have managed it
· Took over the management of bankrupt OFW Loan Facilitation Program. Within two years I have turned it into a thriving and sustainable project.

· Facilitated and assisted Out-of-School-Youths to become international skilled workers who were later deployed as Overseas Filipino Workers.

Project Development Officer III (Permanent)

January 1994 to July 1999

Palawan Council for Sustainable Development Staff

Provincial Agricultural Center, Irawan

Puerto Princesa City 5300, Palawan, Philippines

Human Resources Development Officer III 

(Permanent co-terminus with the project)

June 1991 to December 1999

Palawan Integrated Area Development Project Office

Provincial Agricultural Center, Irawan

Puerto Princesa City 5300, Palawan, Philippines 

Clerk B/OIC-Personnel Officer (Casual)

December 1988-June 1991

National Power Corporation-Palawan Grid

Barangay San Pedro, Puerto Princesa City 5300

Palawan Philippines

SKILLS, AWARDS AND ACHIEVEMENTS:

· Very satisfactory English oral and written communication skills.

· Internet savvy and computer literate: uses Microsoft Word, Microsoft Excel and Power Point presentations;

· Won four times as Best Public Employment Service Office (PESO) Manager for the provincial and regional levels from 2005-2008.

· TOEFL IBT Score – 97 taken in November 2009

· Earned a Dean’s List Certificate for garnering grades of 3.40-3.95 at Kaplan University from December 2, 2009 to February 16, 2010.

EDUCATIONAL QUALIFICATION:
Associate of Science in Medical Assisting (online)
December 2009 to February 2010

Kaplan University (Dean’s List)
Master in Public Administration (1993-1996)

Acquired through the Civil Service Commission

Local Scholarship Program (CSC-LSP)

Palawan State University

Puerto Princesa City 5300, Philippines
Bachelor of Arts English major (1985-1989)

Palawan State University
Sta Monica Heights Campus, Puerto Princesa City 5300

Palawan Philippines

Bachelor of Science in Commerce (2nd year college, 1981-1983)

University of Santo Tomas

Espana, Manila, Philippines

Secondary Education (1977-1981)
Saint Joseph Academy

Cuyo, Palawan, Philippines
REFERENCES:

Mr. Gabriel Kehn

Supervisor

Network Global Logistics

320 Interlocken Parkway

Broomfield, CO 80021

Tel No. 303-404-6012

Ms. Geanine Jones

On-Site Staffing Supervisor

Adecco Staffing Services

6300 IBM Plant

Boulder, CO 80301-3202

Tel. No.303-433-2090

Mr. Jordan Bodwell
Talent Solutions Recruiter

Kelly Services

5920 Longbow Drive

Boulder, CO 80301-3202

Tel No 303-581-6888







LINA M. FERIA MANNING








      Applicant
