RONA MAE C. MAGSINO



548 Pleasant Run Drive Apt. D Wheeling, IL 60090

Home No. (224) 676-0924
ronamae.custodio@gmail.com
Objective:  To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people.
Bachelor’s Degree Graduate
Bachelor in Business Teacher Education Major in Business and Distributive Arts

Polytechnic University of the Philippines

Sta. Mesa, Manila, Philippines, 
June 2000 – April 2004

Skills
Computer Literate, Knowledge in MS Office, Word, Excel and Powerpoint, Typing/Keyboarding 60wpm, Stenography, Customer Service
Work Experience
Restaurant Team Member, Chipotle Mexican Grill, Inc.


May 2012 – Dec. 2013
338 E. Rand Road, Arlington Heights, IL 60004

· Provides best customer service.
· Prepares fresh, hot and delicious foods.
· Records food products and inventory.
· Cleaning restaurant facilities.
College Secretary, First Asia Institute of Technology and Humanities

May 2007 – Oct. 2009
2 President Laurel Highway, Tanauan City, Batangas, Philippines

· Encodes memoranda and other official correspondences. 

· Takes charge of distributing memoranda to the concerned personnel. 

· Answers telephone calls and entertain visitors, inquiring about the purpose of visit. 

· Monitors and schedules of Deans calendar of activities. 

· Facilitates in reminding teachers as to meeting the deadline such as submission of test papers, posting of grades, submission of syllabi and other related required document. 

· Takes minutes of college meetings. 

· Maintains all documents in the department and confidential records office related information. 

· Checks regularly the status of office supplies and takes charge of requisition for such supplies. 

· Photocopying of office documents and test papers.

QA DMS Production Operator Encoder, Ibiden Philippines Inc.

April 2005 – May 2007
FPIP Industrial Park Brgy. Sta. Anastacia, Sto. Tomas, Batangas, Philippines

· Encodes reports and data accurately. 

· Monitors the status of chemical contents of machines regularly.
· Reporting abnormality chemicals status from the machines.
· Photocopying of documents and data in the department.

Transaction Analyst, SPI Technologies Inc.




Oct. 2004 –March 2005
Carmelray Park 2, Calamba, Laguna, Philippines 
· Analysis of source materials for proper data capturing.

· Updating of collateral records as specified in the project specifications.

· Encodes and verifies data in accordance with project schedules and Company’s productivity and accuracy standards.

· Attends orientation and listens to instructions being disseminated and ensures that these are well understood.

· Asks for updates or changes in instructions in case of absence for a short time.

· Adheres to the Transaction Analyst Work Instruction.

· Use Transaction Analysts’ reference materials (Project Specifications) and non-consumable supplies. 
 

· Ensures that all procedures, instructions and processes in the department are followed in conformance with the existing quality system requirements.

· Informs superiors of any discrepancies or problems encountered while doing the assigned task.

· Maintain the Company’s daily terminal requirement.

· Checks equipments and peripherals before using it to ensure smooth flow of work.

· Maintains cleanliness and orderliness in the work area.
· Reports machine/network breakdown to LTA/Shift Supervisors.
Reference: 
Linnea Rose Thompson, Bank of New York Mellon (773) 396-3749


Tristan Solana, Service Manager Chipotle Mexican Grill (224) 645-7282
