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	Objective

Summary of Qualifications
	To further and advance myself thru work challenges that enables me to continually grow, professionally and personally.
· Bachelor of Laws (earned 95 units – third year equivalent)

· Bachelor of Science in Secondary Education major in General Science 
· Licensed Secondary Teacher (Philippines)

· Three (3) years extensive experience as an Office Administrator and Legal Researcher

· Two (2) years experience in Teaching (Elementary and Secondary)

· Can write and speak English fluently

· Can work with minimum supervision/administration

· Computer Literate (MS Word, Power Point, Excel)

· Fast-learner, Creative and able to do multi-tasking

· Self disciplined/ Self motivated and highly organized


	Experience
	Aug 2008 – Present      Emirates Leisure Retail
Dubai, U.A.E.
Office Administrator
· Introduce and maintain office systems for smooth business operation.
· Ensure office/company procedures and processes are carried out promptly and followed.

· Work as Human Resource Assistant to all outlets handled in Palm Jumeirah.

· Serve as Reception Manager – managing and training Receptionist.
· Maintain/update effective office and staff filing system, computerized and manual.
· Maintain/update database of management contacts and other data essential to business.
· Process and liaise matters/issues appertaining to HR, such as but not limited to processing leave, passport releasing, follow-up health cards, etc.
· Answer inquiries of a general nature by telephone, email and in person, whether HR, office or staff related matters.
· Provide administrative support.
· Ensure that all incoming and outgoing documents necessary are duly kept and documented.
· Prepare minutes for F & B meeting and other meetings as required.
· Receive incoming calls, takes messages and/or refer callers to appropriate sources.
· Assist Executive Manager in any works as directed and keep calendar of schedules/meetings.
· Maintain and ensure office tidiness and orderliness.
· Facilitate that communication on any matters must be clearly and promptly carried-out.
· Deal and act as coordinator between staffs and management or vice versa on matters to ensure staffs had understood and instructions are followed.



	
	Jul 2006 – Jun 2008     City Council of Davao
        Davao City, Philippines
Office Administrator/Legal Researcher
· Resolved and take course of action in committee hearings and endorsements.

· Drafted and submitted resolutions and city ordinances.

· Rendered preliminary assessment on legal matters referred to our office — The Office of the Majority Floor Leader.    
Office Administrator
· Keep the calendar of events, appointments and legislative sessions/meetings
· Update the Councilor of his daily appointments and meetings
· Attend to meetings representing the Councilor
· Prepare letters and endorsements for first and second readings
· Check and ensure that all letters/invitations/solicitations addressed to the Councilor are recorded
· Ensure that the agenda for the next session is updated
· Keep previous agenda for record purposes
· Assign appropriate committee on the items included in the agenda
· Receive and make incoming and outgoing calls for the Councilor
· Entertain guest/visitor of the Councilor
· Safe-keep documents/letters essential and vital to the Councilor
· Ensure that all incoming and outgoing documents/letters/papers are duly documented
· Resolve and take course of action to problems encountered during endorsements and transmittal of documents/papers/letters
· Ensure that transactions made are carried out promptly and timely
Legal Researcher
· Attend to sessions and committee hearings chaired by the Councilor
· Assist the Councilor during committee hearings and sessions
· Prepare and organize the items for committee hearings
· Write invitation letters addressed to the officials/persons invited for committee hearings
· Draft outline per item reflecting the important matters to be tackled during committee hearings
· Take note on the matters discussed during deliberations in the committee hearings
· Draft and write committee reports
· Prepare and draft resolutions and ordinances corresponding to the committee reports
· Draft city resolutions and ordinances authored by the Councilor 
· Render preliminary assessment/opinion on legal matters referred  to the Councilor
· Conduct research and study on new legislations

· Attend and keep records to committee hearings chaired by other committees

	
	Feb 2006 – Apr 2006   Crossing Bayabas             Davao City, Philippines                               

                                     National High School


Substitute High School Teacher
Jun 2004 – Jul 2005     Fatima de Davao School
Davao City, Philippines

Grade School Teacher

· Prepare lesson plans and classroom activities for students
· Assist students in the learning process
· Conduct evaluation and assessment of student’s performance
· Encourage student to become community aware
· Prepare activities to explore and improve potentials of students
· Guide students to be of good moral
· Manage student’s activities whether group or individual

· Plan with co-teachers to design activities with new task

	
	

	Education
	2005 – 2008              University of Mindanao
Davao City, Philippines
· Bachelor of Laws.

· Earned 95 units – review classes to take BAR Exam.

· Academic Awardee – Bronze Medal (Top 6 – 2007 and Top 3 – 2008).

· Vice-Governor in Law Student Organization and Honorary Editor-in-Chief for Vox Juris 2009.

2000 – 2004              University of Mindanao
Davao City, Philippines

· Bachelor of Science in Secondary Education.

· Major in General Science.

· Academic Awardee – Fourth Honors (2001 – 2003). 
· Awarded as Outstanding Student and won university competitions in poem writing, quiz bowls and cheer-leading.

1990 – 2000               Dona Carmen Denia NHS 
Davao City, Philippines

                                       Don Juan dela Cruz CES
· Consistent Honor Student.

· Awarded as Outstanding Student and won regional, district and school competitions in poster-making, lay outing, cartooning, feature-writing, and cheer-leading, singing and dancing.

	Interests
	Painting, drawing, reading, singing, dancing, gardening, watching anime/cartoons.


Personal 
          Date of Birth
:
April 21, 1984
Information
          Nationality
:
Filipino



          Marital Status
:
Single




          Current Salary
:
AED 5815 + Benefits



          Visa Status
:
Residence



          Notice Period 
: 
1 month
