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	PROFILE SUMMARY
	
	

	Enthusiastic, versatile and result driven professional with track record of more than 7 years of experience gained within leading companies in the UAE and Philippines. Proven expertise in providing world-class administrative and office support services and abilities in performing wide range of administrative works, recruitment of staff, and personnel relation. Displayed skills in performing under pressure and setting work priorities with keen attention. Known to be sociable, can mingle and effectively deal with multicultural client people. Dedicated and self-motivated team player having excellent communication, analytical, problem solving, and time management skills. Seeking for a more challenging role in Administration or HR in any industry to broaden knowledge and use experience.


	
	ACHIEVEMENTS
	

	· Gained excellent understanding on human resource field.
· Successfully developed skills in handling administration responsibilities.

· Displayed ability in handling problems as opportunities and interacting with people of diverse nationalities.

· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth. 



	
	CAREER SNAPSHOT
	

	

	Special Education Teacher,  Future Center for Children with Special Needs

                                             Abu Dhabi, United Arab Emirates

	July 2006–July 2009

	Assistant Human Resource Manager,  Learning Partners Incorporation
                                                             Manila, Philippines                           

	        Dec. 2004-June 2006

	Administration Assistant, Colegio de San Juan de Letran
                                          Manila, Philippines                            

	Dec. 2002–Nov. 2004


	
	AREAS OF EXPERTISE
	

	Human Resource Role
· Involved in recruitment such as evaluating candidates, scheduling interviews, and orienting qualified applicants.

· Prepared necessary documents for newly hired employee including Contracts and ID’s.

· Settled and managed infractions committed by employees against company policies.

· Responsible for keeping and updating employee records, recording employee tardiness and absences, preparing memos and contract ending documents, and preparing the staff payroll.

· Ensured background investigation results for employees recommended for regularization.
Administration duties

· Manage administrative roles; provide accurate and efficient office support to the whole organization.
· Sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, and reports. Handle maintenance of confidential records. 
· Hold tolerance in attending internal or external customer queries, deal and interact with VIP’s, clients, and visitors and deliver support to the management or executive level.
· Fast in collecting and organizing all information as requested by the Senior Managers.
· Ensure enough quantity of office supplies and equipment to avoid shortage.

Special Education Skills

· Select goals and formulate a training program from the School Curriculum for each child.

· Record and maintain progress in the IEP booklet and all other supporting data sheets.

· Work closely with therapists and other support staff while selecting goals and implement therapeutic carry over in class and ensure attendance of the children to various therapy sessions.


	
	PROVEN JOB ROLE
	

	Special Education Teacher,  Future Centre for Children with Special Needs (July 2006 – July 2009)
· Assess all children at the beginning of each year and new children as and when admitted.

· Select goals and formulate a training program from the School Curriculum for each child.

· Record and maintain progress in the IEP booklet and all other supporting data sheets 

· Work closely with therapists and other support staff while selecting goals and making the Individual Education Plans, implementing therapeutic carry over in class and ensure attendance of the children to various therapy sessions.

· Contribute towards the organizational/structural/professional development of the Unit.

· Maintain communication with parents daily (through diary) and bi-annually (through Reports and Parents Teacher meetings).

· Supervise the work of the Assistant Teachers, Teacher Aides and Helpers.

· Utilize the potential of volunteers and students on Work Experience Programmes to enhance the training of the children in class.

· Responsible for use and maintenance of all equipment, resources in the Classroom/Unit/Department/Centre.

· Contribute to the professional development of the centre. 

Assistant Human Resource Manager,  Learning Partners School Inc. (December 2004 – June 2006)
· Involved in recruitment such as evaluating candidates, scheduling interviews, and orienting qualified applicants.  
· Prepared necessary documents for newly hired employee including Contracts and ID’s.

· Settled and managed infractions committed by employees against company policies.

· Imposed performance counselling and Performance Appraisal System.  

· Responsible for keeping and updating employee records, recording employee tardiness and absences, preparing memos and contract ending documents, and preparing the staff payroll.

· Ensured background investigation results for employees recommended for regularization.

· Manage administrative roles; provide accurate and efficient office support to the whole organization.

· Sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, and reports. Handle maintenance of confidential records. 

· Hold tolerance in attending internal or external customer queries, deal and interact with VIP’s, clients, and visitors and deliver support to the management or executive level.

· Fast in collecting and organizing all information as requested by the Senior Managers.

· Ensure enough quantity of office supplies and equipment to avoid shortage. 
· Prepared necessary documents for newly hired employee including Contracts and ID’s.
Administration Assistant, Colegio de San Juan de Letran (December 2002 - November 2004)

· Manage administrative roles; provide accurate and efficient office support to the whole organization.

· Sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, and reports. Handle maintenance of confidential records. 
· Hold tolerance in attending internal or external customer queries, deal and interact with VIP’s, clients, and visitors and deliver support to the management or executive level. 
· Fast in collecting and organizing all information as requested by the Senior Managers.
· Ensure enough quantity of office supplies and equipment to avoid shortage.


	
	EDUCATION- COURSES
	

	

	Bachelor of Science in Psychology
	2002

	Manila, Philippines


	


	
	TRAININGS-SEMINARS
	

	· Competent Learner Module (June 8-9, 2008)
· Applied Behaviour Analysis (May 2008)
· Competent Learner Module Training (September 2008 – June 2009)



	
	PERSONAL DETAILS
	

	

	
	

	Nationality
	Filipino

	Date of Birth
	07th May 1979

	Marital Status
	Married

	Religion
	Christian

	Languages
	English & Tagalog


