





Joan C. Mach
438 Daly Street, Apt. #21, Saint Paul, Minnesota 55102
651-815-8034
joan_cvs@yahoo.com

Objective
To hold a position that commensurate with my qualification and will provide opportunity for advancement and continuous improvement.
Work Experience
Company:                          Tempforce (Samaritans Purse / Operations Christmas Child) 
Position:                                 Team Lead 
Duration of Service:             November 11, 2012 - December 13, 2012
Job Description:                         
· Giving instructions to a group of volunteers.
· [bookmark: _GoBack]Assisting the volunteers about queries and concern.
· Production packing and check the quantity.
                                                 
Company:                           Mutual Savings & Credit Cooperative of the Philippines 
Position:                                  Teller / Accounting Assistant
Duration of Service:              October 11, 2007 - July 01, 2010
Job Description:
· Monitoring Western Union in- bound and out –bound transactions.
· Responsible for employee’s payroll and Bank reconciliation.
· Managed both electric and paper company files.

Company:                             NEO- DADA Corporation
Position:                                    Secretary / Clerk
Duration of Service:                March 2001 – October 2007
Job Description:
· Ensure that all encoded transactions are balance and accurate.
· Records daily transactions, prepares weekly inventory and monthly sales report.
· Performs general office works 

Company:                             Shing – Hung Plastics Philippines Corporation 
Position:                                    Quality Control Assurance
Duration of Service:                February 2000 – March 2001
Job Description:
· Inspects all lots submitted to Quality Control station for conformance to quality standard criteria and design specifications.
· Encodes quality control report. Check the quantity and quality of the products.

Education
Medical Coding Certificate          U.S. Career Institute                                                                 Fort Collins, Colorado
Computer Technology                  Hi- Tech Computer Specialists                                                Rosario Cavite, Philippines
High School Diploma                    Tanza National Comprehensive High School                        Tanza Cavite, Philippines  






