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Career Objective:

A position in the administration where over 15 years of various work experiences will add value to operations.

Professional Experience/Skills

· Office Administration

· 10 years of teaching/training experience in business and management
· Accounting Department Supervisor

· Has knowledge in preparation of financial statements

· Has knowledge and experience in payroll  and benefits preparation

· Has knowledge and experience in Cashiering

· Has experience as Executive Secretary cum Office Administrator. 

· Has experience in bookkeeping.
· Training and Development 

· Created Training Activities for Students and School Teachers and Staff

· Conducted/coordinated Group Training and Team Building Events
· Created Training Modules
· Has knowledge in Strategic Planning process

· Branch Marketing Coordinator cum Office Manager.

· School Administration

· Finance/Tuition Fee Planning

· Registrar/Admission

· Curriculum Development

· Student Affairs

Working History: 

     1.      Datamatix Group

Dubai, UAE

2009

     2.     AMA Computer College-Davao

Davao City, Philippines

1996 – 2008

3.     Heres Life Bookshop (Philippine Campus Crusade Ministry)

        Quezon City, Philippines

       1992 - 1996

4.   The Jesus Fellowship

       Davao City, Philippines

      1984 – 1991

5.   Land Bank of The Philippines

        North Cotabato, Philippines

       1982 – 1984

6.    Bureau of Fisheries and Aquatic Resources 

       Tacloban City, Philippines

       1981 – 1982

SCHOOL CONSULTANCY WORK

Maa Christian Learning Center, Davao City

2002 – 2008

Southpoint School, Davao City

1999 – 2002

EDUCATIONAL BACKGROUND

	University of Southeastern Philippines
Davao City, Philippines

1999 - 2003

	:
	Certification of academic completion
                   Major:  Organization Studies
                   Minor:  Development Administration

	University of Mindanao

Davao City, Philippines

1997 - 1999

	
	Masters in Business Administration                   

                   Major:  Management

                   Minor:  Finance

	Ateneo de Davao University

Davao City, Philippines

1975 - 1979
	:
	Bachelor in Science in Commerce

                      Major:  Accounting


PERSONAL INFORMATION

	Date Of Birth
	:
	20 March 1959

	Nationality

	:
	Filipino

	Gender
	:
	Female

	Marital Status
	:
	Single

	Visa Status

	:
	Residence  Visa

	Languages Known
	:
	Fluent In English, Tagalog



